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INTR

QAP WORKBOOK
ODUCTION

The Qualiry Assurance Program (QAP) Workbook offers a frame-
work that helps Quality Assurance Program (QAP) participants
implement and maintain a successful Title IV quality assurance
(QA) system. The framework allows institutions to conduct quali-
tative and quantitative assessments of their financial aid operations,
analyze the results, implement enhancements and improvements,
and share their experiences with other QAP institutions and the
Department of Education (ED).

The QAP Workbook provides a structured step-by-step
approach for incorporating a cyclical Title [V QA system into an
institution's financial aid operation. It will assist the financial aid
staff in developing an initial QA system that builds on their own
financial aid operation. The QAP Workbook also provides the
means to enhance the system over time.

The QAP Workbook is provided to the institutions in a two-

part set as described below:

% Introduction — Goals and Objectives of Institu-
tional Participation in the Quality Assurance Pro-
gram, provides general information about QA and
the QAP;

J
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Part I: Qualitative Review and Enhancement
Process

» Chapter One: Management Assessment
Task describes the first task in the QAP
cycle and consists of a qualitative assess-
ment of the financial aid operations af-
fecting the Title IV programs;

» Chapter Two: Management Enhancement
Task instructs institutions on how to use
the results from the Management Assess-
ment Task to implement enhancements;
and

&

< Part II: Quantitative Review and Improvement
Process

» Chapter Three: Annual Measurement
Task provides institutions with instruc-
tions to conduct a quantitative assessment
of the administration of their Title IV
funds;

» Chapter Four: Quality Improvement Task
instructs institutions on how to analyze
the results of the Annual Measurement
Task and identify and implement quality
improvements; and

» Chapter Five: Reporting Requirements
describes the procedures for institutions to
keep ED informed about their progress
with the QAP Workbook tasks; to share
information with fellow QAP institutions;
and to be considered for ED's Recognition
and Awards Program.

Although the QAP Workbook is presented in two parts,
these parts should be regarded as a companion set intended to
function as a unit. The information provided in the two parts, and
the data obtained by completing the various tasks and activities,

3 U

“flows™ between the two parts.
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' The remainder of this Introduction addresses basic informa-
tion about QA concepts and practices and fundamental aspects of
participating in the QA Program. The sections of the Introduction

include:

< The QAP Mission,
« Background,

O

< The QA Program Structure,

% The QAP Task Cycle,

% Myths and Facts About the QAP, and
< Future Plans for the QAP.

Because ED has designed this Introduction as a stand-alone
document as well as an introduction to the QAP Workbook, ED
hopes that institutions will find it useful in training financial aid
office staff and in informing otlier institutional representatives
about the benefits and responsibilities associated with QA and the

QAP.

THE QAP MISSION

ED's mission is to *. . .ensure equal access to education and to
promote educational excellence throughout the nation.” Its mission
statement indicates ED's firm commitment to and support of imple-
menting quality improvement practices for the federal programs
under its jurisdiction, including the Title IV programs—and sug-
gests an emphasis on the delivery of top quality service to all of its
customers (i.c., students, parents, and taxpayers).
ED's overall mission is highty compatible with QA concepts
and the QAP, itself. As a result, the Secretary of Education intends
‘ to employ the legislative authority for the QAP (section 487A of

il
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the Higher Education Act, as amended) as a means of promoting
more efficient and more effective use of ED's Title IV oversignt
resources and institutional resources dedicated to the delivery of
Title IV aid.

ED's focus and direction demonstrate that the QAP does not
operate in isolation. It is closely tied to ED's mission. In its
opening sentences, QAP's own mission statement (see Exhibit 1,
page 5) illustrates this connection:

The mission of the Quality Assurance Program is to

assure that the delivery of student aid funds is con-

ducted accurately, expediently, and with integrity.

Institutions are empowered to examine current pro-

cesses and develop new approaches that seek the

highest quality standards, while demonstrating a

commitment to the needs of their clients.

Anecdotal information from the QAP participants suggests
that the client-centered orientation of the ED and the QAP missions
also complements the respective missions of individual institutions.
That is, institutional goals regarding such functions as enrollment
management, customer service, and financial aid are favorably
served by ED's approach to quality assurance and to the QAP.

In the spirit of continuous quality improvement. ED's ap-
proach to quality improvement has undergone a methodological
evolution since the 1985 implementation of the Institutional Quality
Control Pilot Project. In addition to expanding the level of partici-
pation, the scope of the QAP is broadening from a primary empha-
sis on verifying the accuracy of data to analyzing other critical

areas of Title IV program administration, such as:

o,

% Institutional and program eligibility:

1<
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EXHIBIT 1: THE QAP MISSION STATEMENT

The mission of the Quality Assurance Program Is to assure that the delivery-of
student aid funds is conducted accurately, expediently, and with integrity.
Institutions are empowered to examine current processes and develop new
approaches that seek the highest quality standards, while demonstrating a
commitment to the needs of their clients. This mission wlili be met by:

&
°oS

Achieving the highest degree of accuracy in the delivery of student
aid through a total quality management approach to processing;

¢ Strengthening the capabilities of institutions fo Identify problems and
develop creative solutions tailored to the unique needs of individual
institutions and their clients;

< Establishing a measurement system that focuses on producing positive
results rather than enforcing adherence to a process;

< Providing leadership and encouragement for continuous improvement
and the application of the underlying quality philosophy of the
Program to other appropriate areas of their institution; and

2
**

Sharing results and strategies with other institutions and the l
Department of Education.
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Selected general administrative and fiscal ‘
standards;

% Refund and repayment policies and practicé, including
the handling of student credit account balances; and

L/

<% Management of federal funds to prevent excess cash
draws and other related problems.

The following section provides more detail about the

specific features of participating in the QAP.

KGROUND

Public and private organizations nationwide are increasingly
adopting’customer-oriemed approaches to evaluate and improve
their products and services. In so doing. they are finding that by ‘
applying quality assurance (QA) concepts to their planning and
day-to-day operations, they can better respond to the needs of their
customers. even within a rapidly changing environment. Not
surprisingly, financial aid administrators throughout the country
have integrated QA practices such as strategic planning, employee
involvement through teamwork, and problem-solving techniques
into their financial aid operutions as a means to offer better
services to their students and other constituents.

QA has become such a widely accepted management tool
precisely because it is grounded in continuous improvement
techniques. which are themselves based upon assessments that
evaluate the functions of an operation. QA also is “results-
oriented.” That is, the assessments yield information that identifies

areas of strength and vulnerability: and those results then are used

14 ¢
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e to develop subsequent actions intended to improve the operation,

such as implementing:

% Enhancements to augment or refine management
practices and customer service;

< Improvements to strengthen areas of vulnerability;
and

% Recognition of staff for executing successful
practices to encourage ongoing participation.

Because QA is a continuous improvement management
strategy, it is defined by a cycle of activities that consists of
conducting assessments, analyzing results, and then taking actions
based on results. The approach contrasts significantly with
administrative processes (including integrated verification) that rely

upon prescriptive, after-the-fact inspection and penalties.

THE DEPARTMENT OF EDUCATION'S
EXPERIENCE WITH QUALITY ASSURANCE

For almost a decade, ED, in partnership with many volunteer
postsecondary institutions across the country, has been working
with QA concepts and applications to administer the Title IV
programs.

The Quality Assurance Program has undergone many
changes since it began in 1985. The scope and methodology for
QAP have been expanded to address additional areas of
'vulnerability; and the number of participants has increased to
include a wider variety of institutions.

Congress recognized the Pilot's success by expanding
institutional participation — with the passage of the Higher

6 Education Amendments of 1992, and the Student Loan Reform Act
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of 1993. Section 487A of the Higher Education Amendments of a
1992 replaced the Pilot and established the Quality Assurance
Program (QAP). It also gave the Secretary the authority “. . . to
select institutions for voluntary participation as experimental sites
to provide recommendations . . . on the impact and effectiveness
of proposed regulations or new management initiatives.”"

The Student Loan Reform Act of 1993 further broadened
the use of quality assurance by requiring institutions participating
in the William D. Ford Direct Loan Program (hereafter referred to
as the Direct Loan Progravm)2 to implement a modified quality
assurance system. Institutions that participate in the Direct Loan
Program are not automatically accepted into the QAP, and only
institutions participating in the QA Program are exempt from
selected sections of the verification regulations — Direct Loan
Program participants continue to fully implement integrated
verification procedures (see Exhibit 4). ‘

Institutions participating in the Direct Loan Program are
required to establish a quality assurance system within their
financial aid office that is similar to the QAP. However, the
activities the Direct Loan Program institutions are required to
conduct are focused specifically upon direct lending only. Direct
Loan institutions are required to conduct an abbreviated version of
the QAP assessment of their financial aid office practices and
procedures, to identify areas of weakness in their operations and to
identify possible improvements to address weaknesses. Direct

Loan institutions are encouraged to apply to the QAP to experience

' The authorizing language for both the QAP and the experimental sites authority appears in section 487A
of the Higher Education Act of 1965, as amended.

2 The authorizing language requiring institutions to implement a QA system in order to participate in direct .
lending appears in section 454 of the Higher Education Act of 1965. as amended.
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the benefits of a full QA approach to the administration of all Title
IV programs.

THE BENEFITS OF USING QA TO
ADMINISTER THE TITLE IV PROGRAMS

There are two important reasons QA has proven to be a successful
strategy for enhancing the quality of financial aid operations and
for increasing award accuracy. First, QA provides institutions with
the administrative flexibility to develop and implement resource-
effective and institution-specific procedures and policies. An
institution has the opportunity to tailor methods and processes to
accommodate, in context, the characteristics of the institution and
its student populations. Second, institutions must demonstrate
increased accountability in the management of the Title IV
programs in exchange for the administrative flexibility QA offers.

Since 1985, both ED and participating institutions have

-noted a variety of positive outcomes from a system that emphasizes

a cycle of assessments, improvements, and preventative actions,
rather than a system that reinforces prescriptive, after-the-fact
inspection and penalties. (See Exhibit 2 for a partial list of
benefits).

As indicated in Exhibit 2, the benefits of providing
institutional flexibility in exchange for institutional accountability
are substantial. ED benefits because QA strengthens its ability to
oversee the Title IV programs, without imposing additional
prescriptive measures on institutions. The institutions benefit
because they can develop administrative approaches that are best
suited to meet their individual institutional and student demands,
thus providing students with better “customer service.” Taxpayers

benefit because ED and institutions — working in partnership —
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EXHIBIT 2: BENEFITS OF THE QA PROGRAM

< Provided statistically valid reductions in QA Readings* for overawards and
underawards.

¢ Increased institutional contro! over metheds of validating data to determine
awards, thus aliowing institutions to focus limited staff and other rasources on
efforts that are more likely to have a positive impact on student services.

K2

< Reduced ED program review activity at QAP institutions if warranted by QAP
reports from institutions that show continuous improvements and positive trends
in reducing. QA Readings.

< improved institutional Title IV audits resulting in reduced financiat liabllity and
decreased staff time needed by Institutions and ED to resoive audit exceptions.

< Increased student satisfaction as institutions make more effective use of staff to

meet genuine needs and to address operational weaknesses in the delivery
process that cause delays or inaccuracies.

& increased awareness by other functional areas at the Institution, such as the
registrar and business office, of the financial aid office's commitment to improve

qualtty, resulting in increased willingness to work with the financial aid office to
enhance services.

< Enhanced management and office procedures facilitate implementation of the
Federal Student Direct Loan Program.

€ Processed financial aid in a more efficient and productive manner.
4 Developed technigues to reduce QA Readings.

4 Provided relief from prescriptive integrated verification requirements, and the
opportunity to customize verification.

% Improved services to students.
€ Complemented and enhanced existing office management style.

% Incorporated the principtes of Total Quality Management (TQM) on campus.

* QA Readings help assess the efficiency with which Title IV aid is delivered. To produce an accurate
picture of the student aid delivery system, literally dozens of such readings are necessary. QA Readings are
interpreted to identify vulnerable areas of the operation. Based on the interpretation of QA Readings, quality
improvements are designed and implemented to strengthen weaknesses in the process.
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can maintain more effectively the integrity of the Title IV pro-
grams. Ultimately, though, it is the student consumer who bene-
fits, due to an increased responsiveness, relevance, and accountabil-

ity on the part of both the institution and the Department of Educa-

tion.

' THE QAP PROGRAM STRUCTURE -

Previous sections identified the broader benefits of participating in
the QAP, such as increased administrative flexibility, improved
institutional management of Title IV program funds, and better
customer service. Those benefits are a result of the following

elements within the QAP structure:
< The QAP Participation Agreement;

< Program features that facilitate institutional par-
ticipation:

% Program features that assure institutional account-
ability; and

< The use of results from QAP activities.

THE QAP PARTICIPATION
AGREEMENT

Institutions enter into a formal agreement with ED as a condition
of participation in the QAP. The QAP Participation Agreement is
signed by the institution's financial aid administrator, president, or

chief administrative officer (or designee), as well as a representa-
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tive of ED's Performance and Accountability Improvement Staff
(PAIS) —- which operates within the Office of Postsecondary
Education (OPE) and is responsible for overseeing the QAP.

The scope of the QAP Participation Agreement is defined
by the seven requirements QAP institutions perform as part of
establishing a QA system. (See Exhibit 3 for a list of the require-
ments).

In addition to defining the scope, the QAP Participation
Agreement covers five specific areas of understanding, as follows:
% period of performance,
< institutional requirements,
< OPE assurances,

<+ institutional commitments, and
% termination of participation.

The period of performance is generally two years, and
begins on July 1. OPE acknowledges in the agreement that verifi-
cation procedures and processes, including changes from the previ-
ous year, ordinarily are put into place prior to July 1. As a result,
the agreement covers changes that an institution may make to its
verification program.

Institutional requirements consist of several components that
perhaps are best underscored through examples. For example, an
institution must examine statistical samples of its Title IV financial
aid recipients, and collect and analyze data related to award deter-
minations, disbursements. refunds, and all processes associated with
those functions. A QAP institution takes readings to assess the
accuracy of its delivery of Title IV aid and identifies areas of
potential vulnerability, implements quality improvements, remea-
sures in subsequent years, and reports progress, findings, and
results to OPE on a regular basis or upon request. The institution

also:
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EXHIBIT 3: REQUIREMENTS OF THE QAP INSTITUTIONS

Requirements
Requlrement #1:
Training

Reqguirement #2;
Controls

Roequirement #3:
Statistics

Requirement #4:
Analysis

Requirement #5:
Design and
Implementation

Requirement #6:
Reporting

Requirement #7:
Evaluation

L4

2
0"

)
0.0

Descriptions

Attend annuait training workshops.

Assess existing confrols and management practices

identify additional needed controls related to the
managemsent of Title IV funds.

Select annudai statistical sampie of Title IV financiat aid
recipients to review, monitor, and measure the quaiity of the
institution's student aid delivery system.

Analyze the institution's @A Readings to determine probable
cause(s).

Desigh and implement a quality improvement program to
reduce or eliminate sources and causes of significant QA
Readings and other deficiencies identified in the QAP
measurement process and management assessment
activities (includes implementing institutional verification
program in lieu of the specified federal verification
requirements from which the QAP institutions are exempt).

Report progress on implementing and maintaining the QA
system twice a year to OPE. Share successful practices with
OPE and other QAP Institutions.

Provide OPE and its contractor with dafa needed to
evaluate the overall effectiveness of QAP in identifying and
reducing QA Readings.

QA WORKBOOK * 1995-1996
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Develops a QA system that implements all of the
key components set forth in the QAP Workbook;

&
0‘0

Corrects regulatory errors detected in the QAP
sample that are correctable at the institutional
level; and

&
0.0

Uses the QAP data for management information
purposes and for strengthening its internal systems
and aid delivery program, as well as for improv-
ing students/customer service.
As a mechanism to help institutions meet these requirements
and provide responsibie oversight, OPE may choose to conduct a
QA Program site review. Similarly, institutions may request site
reviews.
OPE provides assurances to QAP institutions in several

areas, including how ED uses the data that QAP institutions report.

The QAP Participation Agreement states that OPE will not:

< Extrapolate program-wide data from the sample ‘ _
selected by the institution to conduct the required
statistical analysis;

<  Assess financial liability based on such extrapola-
tions; or

&% Make public any institution-specific data as part
of program evaluation or progress review activi-

ties.

Other assurances include institutional exemption from
certain verification regulatory requirements (see Exhibit 4). In
addition, OPE offers the possibility for institutions to serve as
experimental sites, thus becoming eligible for additional statutory

or regulatory exemptions. More information about experimental
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‘ EXHIBIT 4: FEATURES FACILITATING INSTITUTIONAL PARTIC

AW £

Feature

Exemptions from

Regulatory
Requirements

Training and
Technicol
Assisiance

Sharing Information
and Experiences
with ED and Feliow
QAP Institutions

Participation in the
‘ QAP Partnership
Progrom

Farticipation in the
QAP Recognition
and Awards
Program

Desciiption

Currently, QAP institutions are exempt from these selected sections of
the verification regulations in Part 668 — Student Assistance General
Provisions, Subpart E: Sections 668.53(a)(1) through (4); 668.54(a)(2). (3).
and (5). 668.56; 668.57. and 668.60(a). November 29, 1994.

are assigned to institutions 1o provide technical @
or, on occasion, to conduct on-site reviews. Conira
avalkible o help institutions with the QAP software. -

ED encourages QAP institutions to share information and experiences.

In addition to the reports institutions submit to ED, ED has solicited
successful practices from participating institutions and compited the
information into a publication entitled, Successful Practices of institutions
in the institutional Quality Assurance Program (see Appendix A for
excerpts). QAP institutions also are encouraged to seek opportunities to
communicate with each other. To assist, ED has created a
communications mechanism to help new QAP institutions (see QAP
Partnership Program below).

This Is a voluntary program in which continuing QAP institutions are
matched with new institutions based on specific institutioral
characteristics, such as location, size, and type. Each set of panner
institutions commit themselves fo work on QAP-related areds that best
meet the neads of the new institution. As a result, each parinership is
unique. ED and the participating institutions jointly conduct on annuat
review to determine the success of the QAP Partnership Program.

ED sponsors annual non-monetary awards to recognize the
achievements of institutions and individuals participating In QAP. The
award categories consist of Leadership. Individual Recognition for the
Advancement of Quality Improvement, Institutional Achievement,
Individual Peer Recognition, and Institutional Model of Quality. The
awardees for the first three categories are selected by PAIS, The
awardees for the remaining two categories are chosen by a selection
committee composed of not more than five QAP Institutional
representatives (which includes the chairperson) and one PAIS
representative.
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sites is provided in the entitled, “Future Plans for QAP” section of
the Introduction. OPE assurances notwithstanding, the QAP Par- ‘
ticipation Agreement states clearly that institutions are not exempt
from complying with the provisions of the Title IV Program Partic-
ipation Agreement, except for the waivers expressly specified in the
QAP Participation Agreement.
The QAP Participation Agreement states that institutions
demonstrate their commitment to implement and maintain a QA
system by making every effort to secure the resources necessary to
successfully complete QAP activities. Evidence of an institution's
commitment are stipulated in the QAP Participation Agreement, as

follows:

%  Establishing a QA team with sufficient manage-
ment authority and resources to conduct program
activities,

% Integrating QA into the routine operations in- ‘
volved in financial aid delivery;,

% Involving as many institutional offices (i.e., admis-
sions, registrars, bursars) in the QA process as is
feasible and necessary,

%  Providing visibility for the QA Program through-
out the institution, and informing senior manage-
ment of QAP findings and benefits,

%  Securing the computer hardware and software
(and appropriate staff) necessary to use the An-
nual Measurement software; and

*,

% Providing funds for at least one QA team staff
member to attend an annual QAP training work-
shop.

The Department of Education is firmly committed to help-

ing institutions succeed in the QA Program. For this reason, ED ‘
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produces the QAP Workbook, offers training workshops and techni-
cal -assistance, sponsors the QAP Partnership Program, and ac-
knowledges achievement through its Recognition and Awards
Program. However, as authorized under section 487 of the Higher
Education Act of 1965, as amended, OPE reserves the right to
terminate participation for nonperformance. Nonperforming insti-
tutions include those that are unable to satisfactorily perform the
required QAP activities, or institutions that are found, through a
program review or inspection, to no longer meet the published
criteria for participation. Institutions also may terminate participa-
tion on their own initiative or by mutual agreement with OPE.
Once an institution is excused or withdraws from the QAP, it is not
entitled to any of the regulatory or statutory exemptions bestowed

by the program.

PROGRAM FEATURES THAT FACILITATE
INSTITUTIONAL PARTICIPATION

ED recognizes QAP institutions' need for a framework that fosters
trust and a partnership with ED, and that acknowledges the signifi-
cant commitment required of QAP institutions. Consequently, ED
has incorporated five major program features into the QAP (see

Exhibit 4) to provide participating institutions with administrative
flexibility, sufficient technical support, and recognition for their

efforts.

PROGRAM FEATURES THAT ASSURE
INSTITUTIONAL ACCOUNTABILITY

The features that facilitate institutional participation promote the

QAP's success. However, succe:s for individual institutions also
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depends heavily upon institutional commitment to the QA process

— a commitment that generally requires:

« shifting management style,

% using a team approach,

% involving senior level management, and
< having or obtaining sufficient resources.

A sustained and proactive management style on the part of
financial aid staff is a key component of the QA system, as it
generates a foundation for planning activities and for accomplishing
tasks, without defaulting to so-called “quick-fix” techniques in
reaction to imminent crises. By operating proactively, rather than
reactively, QAP institutions have achieved positive results by
helping financial aid staff think about and manage the financial aid
programs in a manner that yields continuous improvement.

QAP institutions have found that a team approach is a
useful technique to develop the necessary staff support for imple-
menting a QA system. The team approach is effective because it
helps coordinate QA procedures within and across institutional
functions that may include the financial aid office as well as the
registrar, business office, or other areas of responsibility.

QA fosters a sense of ownership and commitment in mem-
bers of the QA team; and it constitutes a pool of resources from
which to gather information, generate ideas and implement tasks.
Because the team approach aids in the dissemination of information
about the QA system, it tends to increase visibility with senior
management and the potential for subsequent support for QA
initiatives, which then contributes to achieving a widespread com-
mitment to improving quality at the institution.

The QAP institutions have identified a team approach ¢ s an

important technique to use in developing the necessary staff sup-
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. port for implementing a quality assurance system. Such employee

involvement through the use of teams is effective because it ac-

complishes several important objectives, including the following:

7
o

®,
L4

o

¢

%
°>

%
°>

In addition, staff members who volunteer to work on a team are far

more committed to the QA Program than staff assigned to the

team.

Based on the experience of continuing QAP institutions and

)

L4

Helping to coordinate quality assurance
procedures within and across institutional
offices;

Promoting a sense of ownership and dedi-
cation to the QA process,

Providing a pool of resources for informa-
tion, ideas, and implementation;

Aiding in the dissemination of information
about the quality assurance system,
thereby increasing visibility and potential
support; and

Contributing to a widespread commitment
to improving quality both within and
across institutional offices.

other organizations committed to continuous improvement, it also
may be concluded that team members work more effectively when
they receive adequate training and recognition for their contribu-
tions to the team's effort. A brief description of examples of

training and recognition is provided below:

Training consists of activities that
enhance teamwork, such as team building,
brainstorming, and problem-solving.
(OPE's QAP team will help you design
and implement those activities.) Just as
importantly, training includes providing
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opportunities for staff members to become
more technically proficient, through partic-
ipation in ED training workshops,
programs offered by various associations,
and in-service training sponsored by the
institutions themselves. Some QAP insti-
tutions have utilized their access to
academic staff to conduct workshops on
effective communication and team buil-
ding.

% Recognition is an important way to let
staff members know that the efforts they
are making to establish and maintain the
level of excellence within the financial aid
operation are appreciated. (The QA
Program's Recognition and Awards Pro-
gram is an example of the way in which
appreciation for work can be
demonstrated.) Examples of ways to rec-
ognize staff also include written commen-
dations from institution presidents or
deans, other award ceremonies, and an-
nouncements in institutional newsletters or
newspapers.

As a general rule, benefits from the QAP are directly pro-
portional to the level of involvement of senior management. That
they be involved from the start in the QA effort is crucial and
helps to establish an environment conducive to change, as well as
continuous improvement to customer service, and employee innova-
tion, risk-taking, and pride in work performance.

Successful participation in the QAP depends upon having
sufficient resources available to the financial aid office in terms of
staff and automation. Appropriate staffing levels are necessary to
deal with the implementation and maintenance of a QA system. If
the staff of an institution's financial aid office is adequate prior to
joining the QAP, hiring additional staff should not be necessary in

order to participate. The financial aid office, though, must have at
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least some degree of automation. Without it, institutions will not
be able to use ED's QAP Software, which is an essential program
tool.

Participants new to the QAP should be aware that the
benefits are generally not realized immediately. It takes at least
one or two years before the results of change can be measured.
However, current QAP institutions agree that the benefits in the
second or third year of participation, and thereafter, are well worth

the initial effort.

USE OF THE RESULTS FROM THE
QAP Acnvinies

Quality Assurance Program evaluations have indicated that
QAP institutions have reduced their QA Readings at statistically
significant levels, thus improving the accuracy of student awards.
The QAP helps institutions improve award accuracy by placing
emphasis on using results to help determine the need for continu-
ous improvement.

To ensure accountability, QAP institutions provide OPE
with data and reports on their individual progress and achieve-
ments, which are confirmed through QA Program site reviews and
the use of other monitoring activities. With QAP results, institu-
tions have the ability to manage their student aid programs more
effectively, because they can focus more on outcomes and on
meeting the needs of their customers. The improvements gained
from using this approach benefit the students, the institutions, and

the taxpayers.
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THE QAP TASK CYCLE

Institutions participating in the QAP complete specific tasks and
activities to develop and maintain their QA systems. As shown in

Exhibit 5: QAP Task Cycle, the tasks constitute a cycle of:

9,
o

Conducting the Management Assessment Task, a
qualitative analysis of the financial aid operation;

2
Lo

Implementing the Management Enhancement
Task, to respond to the results of Management
Assessment;

9,
o

Conducting the Annual Measurement Task, a
quantitative analysis that assesses accuracy in
awarding Title IV funds; and

% Implementing the Quality Improvement Task, to -
strengthen areas of vulnerability identified by the ‘

Annual Measurement.

Institutions provide information about institutional progress and
successful practices, the latter to be shared with other QAP institu-
tions, by completing the Reporting Requirements contained in
Chapter Five. These Reports are submitted twice a year 10 ED.

Start-up for the full cycle requires two years for new institu-
tions. New institutions are required to conduct the Management
Assessment Task and begin the Management Enhancement Task
during the first year of QAP participation. The first year focuses
on gathering qualitative data to evaluate the effectiveness of opera-
tional activities. Institutions will continue to take actions in the
second year to enhance management policies and procedures and
improve quality based on the results from the qualitative informa-

tion collected and analyzed during the first year. They also will
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EXHIBIT 5
The QAP Task Cycie

MANAGEMENT
ASSESSMENT
TASK

QUALITY MANAGEMENT
IMPROVEMENT ENHANCEMENT
TASK TASK

I ANNUAL
. MEASUREMENT
TASK
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conduct the evaluation cycle again. As a result, institutions are
able to assess, analyze, and improve operatioﬁs on a continuous
basis.

Exhibit 6 provides an introduction to the general acuvities
and steps the institutions will be expected to perform for each task
of the QA system cycle. Detailed information about completing,

successfully managing, and reporting on these tasks appears in

chapters one, through five.

“MYTHS AND FACTS ABOUT THE QAP

A number of misunderstandings exist about QAP participation.
These misunderstandings are generated by those unfamiliar with the
purposes and objectives of the Program. Exhibit 7 identifies the
most common myths or misunderstandings about the QAP and

seeks to dispel them with facts.

 FUTURE PLANS FbRiHE :'(_';zAP.__;

The QAP is on the threshold of a number of initiatives that focus
on expanding the size and scope of the program. Effective with
the 1995-96 award year, the Notice to Recruit new QAP institu-
tions will include an expanded selection criteria that will allow a
broader range of institutions to apply. The Program scope has been
expanded to include additional areas of Title IV program adminis-
tration, (e.g., institutional and program eligibility, general
administrative and fiscal practices refund and repayment policies,

management of federal cash).
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ED-RECOMMENDED SCHEDULES OF ACTIVITIES

EXHIBIT 6:

FOR EACH TASK IN THE QA PROGRAM CYCLE

Name o ’l_'uk - General Activities and Stepe Suggested Tineframe
YEAR ONE
% Become familiar with the QAP Workbook Prior to attending QAP
Training Workshop
. 4o (o ' Prior to attending QAP
<> Create a QA Master File (either computer or hardcopy file) -
Preliminary Steps for all documents and information related to QA activities | | aining Workshop
& Communicate with senior management ?:‘;gﬁ;&%ﬁgg&: AP
3 Assemble task team(s) and develop MA Task Schedule | No later than October 1
(MA-1)
H\ : < Complete Workshest MA-2: Develop a Flowchart of Initiate by October 1
Managoment Assess- Procedures Used to Deliver Aid ~
ment Task
: Complata no later than
& Complete Management Assessment Worksheet MA-3 {a, Mgugﬁ 5. Submit with
b andor c) End-of-Year Report.
& Assemble task team(s) and develop ME Task Schedule Initiate immediately after
(ME-1) completing MA Task
Management Enhance- . Com . No later than August 1.
L3 plete Worksheet ME-2: Management Enhancement N
ment Task Action Plan for each identified enhancement action g‘ég’:: with End-of-Year
< Status Report on MAMME Tasks (Mid-Year Report) February 15
Year One Reporting it A August 15
Reaui < Report Summary of Year One Activities (End-of-Year) ugu

‘The dates are suggested timeframes for initiatir{g or completing each task. Compietion of a task will depend upon the individual
institution's calendar.
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EXHIBIT 6:
ED-RECOMMENDED SCHEDULES OF ACTIVITIES
FOR EACH TASK IN THE QA PROGRAM CYCLE (Continued)
Name of Task General Activities and Steps Suggested Timelrame
YEAR TWO AND SUBSEQUENT YEARS
< Become familiar with any QAP Workbook replacement Prior to beginning year-
pages two activities
. < Update QAP master file to begin second or subsequent Prior to beginning year-
Preliminary Steps year two activities
& Continue communicating with senior management Prior to beginning year-
two activities
o Review and update Management Assessment activities Prior to beginning year-
. two activities
& Review Management Enhancement plans/progress Prior to beginning year-
two activities
% &s&;n)ble task team(s) and develop AM Task Schedule Sept 1-Oct 1
% Select QAP sample and complete Worksheet AM-2: QAP | Oct 15-Nov 15
#gfkual Measurement Sample Selectior? Data for Rgndom QAP Sample
& C°',‘t}?|ete Worksheet AM-2a: Required Third Party No later than November
Certitication 15
® Complete Worksheet AM-3: Documentation Collection No later than November -
Information 18
& Conduct follow-up with non-respondents &o fater than December
% Complete Worksheet AM-4: QAP Software Data Entry No later than July 15
Fomn for each complete QAP sample case
-3 Complete data entry onto QAP Software No later than July 15
<> Complete Activity Five: Analyze Results No iater than July 15
L2 Submit annual measurement data diskette No later than July 15
& Assemble task team(s) and develop Qi Task Schedule Initiate after completion of
(Ql-1) M Task. No later than
July 15
. @ Complete Worksheet QI-2; Quality Improvement Action July 15-Aug 15
(_’)_gail‘tty improvement Plan :
S
> Implement Quality Improvements Aug 15-Feb 15
& Monitor and follow-up Aug 15-Feb 15
* Mid-Year Report February 15
Year Two Reporting
Requiremen 4 End-of-Year Report August 15

“The dates are suggested timeframes for initiating or completing each task. Completion of a task will depend upon the individual

institution's calendar.
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QAP Institutions are never
subject to program raviews.

from reguiatory require-
ments.

QAP Institutions are axempt

" latory and statutory requirements under the ex-

QAP institutions are not subject to routine pro-
gram reviews. However, QAP Institutions can be
subject to program reviews under unusual circum-
stances or in an emergency situation. Further, if a
QAP institution is selected for a program review
through the “priority factor” system, the review
could take place if the data warant, but only
after careful study by the Institutional Monitoring
Division (IMD) and consultation with the Perfor-
mance and Accountabllity Improvement Staff
(PAIS). QAP institutions selected for program
reviews would be notified by PAIS. IMD would
inform PAIS of the disposition of the review in or-
der to determine whether any action is necessary
with respect to the QAP institution's ongoing par-
ticipation in the Program.

IMD holds QAP institutions to the same standards
and actions as other institutions participating in
the Title IV programs when regulatory errors are
identified during @ program review. Any regula-
tory errors carrying liability are subject to appropri-
ate action by IMD.

QAP institutions are expected to correct any reg-
ulatory violation identified within the required sta-
tistical sample and in the institution’s aid popula-
tion, as appropriate. Therefore, the statistical
samples drawn by a QAP institution will not be
used to extrapolate liability across an institution's
entire aid population. Liability will be confined to
those efrors which arise from the individual recipi-
ents sampled, which does not preclude IMD from
drawing another and different sample from the
same award year(s), or directing the Institution to
do so.

QAP institutions are exempt from specific verifica-
tion reguiations, as described in Exhibit 4. Some
QAP institutions may be exempt from other regu-

perimental sites provislons of the Higher Education
Act of 1965, as amended (section 487A). More
information on experimental sites appears in the
Introduction under the heading, “Future Pians for
QAP.”

QA WORKBOOK * 1995-1996

30

BEST COPY AVAILABLE




ERIC

Aruitoxt provided by Eic:

e,

QAP is too burdensom

Q.

i3 5 12w

Institutions leam another way to manage their
programs and serve students. Start-up is iabor
intensive, but institutions find the results are worth
the investment. The QAP is a cycle of
improvement. Institutions plan, assess, measure,
analyze, correct/improve. Institutions strengthen
their office policies and procedures; improve the
accuracy of awards and overall service to stu-
dents.
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G In addition, ED continues to explore the possibility of using
the experimental sites authority as one way of providing QAP
institutions with the ability to propose new and innovative ap-
proaches to managing their sivdent aid delivery system, in ex-

change for relief from regulatory reguirements.

EXPANDING THE NUMBER
OF QAP PARTICIPANTS

ED has decided to dramatically increase the number of QAP par-
ticipants from the current 92 institutions. In addition to bringing
the benefits of the QAP to a greater number of institutions that
have demonstrated strong administrative capability and financial

responsibility, the expansion will:

: ¢ Promote confidence that taxpayer dollars for Title
0 IV student aid are spent appropriately; '

% Enable ED to target its limited resources for on-
site program review and compliance activities on
institutions that have not adopted or followed
similar QA measures; and

/)
.0

*,

Alleviate the burden of adhering to specified Title
IV regulations, when adherence is unlikely to
result in improved performance or accountability
and may even be counterproductive.

This expansion is expected to be in place for the 1995-96 academic

year.

EXPANDING THE
SCOPE OF THE QAP

‘ Experimental Sites. The Higher Education Amendments of 1992

included provisions in section 487A, the authorizing language for
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the QAP, in order that ED can select current QAP institutions for

voluntary participation as experimental sites. Experimental sites
serve the purpose of advising ED on the impact and eff-ctiveness
of proposed regulations and new management initiatives. The
statute also allows institutions participating as experimental sites to
obtain waivers from Title IV statutory or regulatory requirements
that would bias the experimental results.

The experimental sites authority allows ED to extend ex-
emptions beyond the traditional waiver for certain verification
regulations (see Exhibit 4). ED is working on implementing this
authority so that selected QAP institutions can benefit from addi-
tional regulatory exemptions in order to develop their own adminis-
trative processes in other areas of the Title IV programs.

Performance Measurement. ED will augment the tradi-
tional Annual Measurement Task by considering other areas critical
to the administration of the Title IV programs. This activity will
coincide with broader initiatives to develop performance-based
regulations. ED will work on QA indicators in partnership with

QAP participants.

ACCOUNTABILITY
AND STEWARDSHIP

Using data available at ED, PAIS will generate reports electroni-
.cally to monitor fiscal management capabilities in the processing
and administration of financial aid. This expanded oversight and
monitoring through partnership will enable PAIS to provide more
targeted technical assistance to institutions that need it — and
strengthen accountability to taxpayers for strong, effective steward-

35
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With a focus on problem prevention and continucus improvement,

the Quality Assurance Program empowers institutions to manage

more effectively to meet their mission of student aid delivery. The
QA Program helps institutions move beyond basic compliance to
continuous improvement, with the emphasis on results benefiting
students, institutions, and taxpayers -— all of which is achieved
through a strengthened partnership between the Department of
Education and the QAP institutions.

RV

QA WORKBOOK * 1995-1996




o CHAPTER ONE

MANAGEMENT ASSESSMENT
TASK

OVERVIEW -

The starting point for strengthening your quality assurance program
0 is to evaluate and analyze your existing procedures, practices, and
policies and determine where improvements are needed. This task
demands a comprehensive qualitative evaluation of your office
practices, and requires that three activities be completed: (1) a
Task Schedule; (2) a Process Flowchart; and (3) a Managemeit
Assessment Worksheet. Based on the three activities, you will be
able to assess your delivery system and general office quality
assurance procedures; and you will gain a more thorough under-
standing of precisely what quality assurance means, not only in
your institution’s financial aid office, but also in other offices
involved in the administration of Title IV student financial assis-

tance.
The Management Assessment performed in this task must

be documented and maintained in the institution's quality assurance

I files: the assessment is the basis for the management eénhancements

implemented in the Management Enhancement (ME) Task that are




KLme a1

ultimately required to be reported in the QA reporting process (see

“Chapter Five: Reporting Requirements”). While the MA and ME

Tasks focus on the assessment and enhancement of qualitative

management procedures in administering Title IV student financial

aid, the Annual Measurement and Quality Improvement Tasks

focus on a quantitative evaluation of the accuracy with which Title

IV funds are awarded and disbursed to students.

As stated above, the Management Assessment Task consists

of the following general activities: developing a task schedule,

completing a Process Flowchart, and completing a Management

Assessment Worksheet. Several steps are involved in each of these

activities, as outlined below:

)
o

Activity One: Schedule of Activities for the
Management Assessment Task (Worksheet MA-1)

» Plan MA Task;
» Develop a schedule and determine
appropriate timeframes for completing

MA activities;

» Identify staff responsible for each MA
activity; and

» Record actual date each MA activity is
completed.

Activity Two: Develop a Flowchart of Proce-
dures Used to Deliver Aid (Worksheet MA-2)

» Document current aid delivery system and
quality assurance procedures; and

» Evaluate efficiency of current system.

Activity Three: Complete the Management As-
sessment Worksheet (Worksheet MA-3)

CHAPTER ONE: MANAGEMENT ASSESSMENT TASK:
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» Identify and assess existing procedures
and policies;

» Examine documentation of procedures
and policies; and

» Evaluate adequacy and comprehensiveness
of procedures.
Upon completing these activities, you will have performed
a qualitative assessment of your operation (i.e., you will have
determined whether those procedures and policies are designed to
ensure adequate quality in delivering aid at your institution). By
examining your office procedures through the management assess-
ment, you also may determine that some of your operating proce-
dures are designed insufficiently or not documented adequately

enough to ensure compliance with program requirements, or that

some procedures are missing. Unless corrected, these qualitative
deficiencies may limit your ability to (a) implement a comprehen-
sive system of quality improvement, and (b) increase award accu-
racy at your institution. The Management Assessment Task helps
identify existing procedures you will enhance or new procedures
you will implement. Activities in the MA Task will guide you
‘through the process of addressing the deficiencies you identify.

You must complete Management Assessment activities
during the first year you begin QA Frogram participation. New
participants should carefully complete the Process Flowchart activ-
ity (its usefulness and tips on how to construct a flowchart are
described later in this chapter). Continuing institutions should
annually review and update the flowchart to incorporate changes
made to their delivery system throughout the year.

There are three types of management assessment work-

sheets, as described in Exhibit 1-1.

QA WORKBOOK * 1995-1996




EXHIBIT 1-1 ‘
MANAGEMENT ASSESSMENT WORKSHEET OPTIONS
FOR THE 1995-96 QA PROJECT YEAR
QAP-and-Direct Loan
N Participants
Type of QAP Manage- Direct Loan’
ment Assessment QAP-Only Comprshen- Abg:zmm
Workshee! Paiticipants sive MA

Compreheansive Assessment Required NA Required
(MA-3q)
Core Assessment (MA-3b) NA NA NA
Focus Module (MA-3c) NA NA NA

*These institutions completed the QAP Comprehensive MA Worksheet as part of their Direct Loan
requirements.

“These institutions elected to complete the abbreviated DL MA Worksheet as part of their Direct Loan
requirements.
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Although you have the latitude to complete the Management
Assessment activities throughout the year, we encourage you to
compleie as many as possible between August and the end of
November. You will report your progress in completing these
activities when you submit the Mid- and End-of-Year Reports.

(See reporting calendar in Chapter Five: Reporting Requirements.)

Acnivity ONE: SCHEDULE OF
ACTIVITIES FOR THE MANAGEMENT
ASSESSMENT TASK

The first activity you will complete as part of the Management
Assessment Task will be to plan all required activities, using Work-
sheet MA-1: Schedule of Activities for the Management Assess-
ment Task. Worksheet MA-1 lists the various activities, comple-
tion dates suggested by ED, the team member responsible for each
activity, and the actual date each activity is completed. The QAP
allows for flexibility in task schedules, based on individual institu-
tion circumstances and calendars. However, keep in mind that QA
Program history indicates that when institutions operate their QA
Programs within the timeframes suggested by ED, they are far
more likely to be successful in completing the MA activities. The

schedule should be updated as MA activities are completed.
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WORKSHEET MA-1
SCHEDULE OF ACTIVITIES FOR THE MANAGEMENT ASSESSMENT TASK'

Suggested Date for
Management Assessment Successful Staff Responsible/ Date Completed
- Activity Implementation Team Member (Actual)

Select team members to
complete MA activities.

No later than October
i.

Complete Worksheet MA-1:
Schedule of Activities for the
Management Assessment Task.

No later than October
1.

Complete Worksheet MA-2:
Develop a Flowchart of
Procedures Used to Deliver
Aid.

Initiate by October 1.

Complete Activity Three:
Complete the Management
Assessment Worksheet (MA-3a

‘lor b and ¢).

Complete no later than
August 15. Submit
with End-of-Year
Report.

' Make a copy of this Worksheet for each team member responsible for completing Management
Assessment activities. Post one copy in the office, and place the original schedule in your master QAP
File.

[
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0 Acnviry TWO: DEVELOP A FLOWCHART OF
PROCEDURES USED TO DELVER AID

The second activity in the Management Assessment is to describe
your work in the financial aid office using a process flowchart
rather than by narration. A process flowchart is a graphic represen-
tation of the sequence of steps performed to produce an output —
service or product.

Completion and annual evaluation of a flowchart are pivotal

activities in the overall quality assessment process. By examining

existing procedures, you set the stage for integrating new or en-
hanced quality assurance procedures into your current delivery
system. An up-to-date flowchart also is an important quality
control document, since it helps you to identify and to establish
additional quality control procedures, as needed. The flowchart
graphically displays all of the steps and processes involved in your
financial aid delivery system; and also is useful in the following

ways:

< As a mechanism for identifying the relationships
among major program functions, offices (e.g.,
bursar, registrar, admissions), and processing
steps, depicting similarities as well as inconsisten-
cies within processes;

<% As areference for determining how to disseminate
information;

K/
L4

As a mechanism for identifying the points at
which internal controls relate to aid processing
steps:

& As acritical document in analyzing the sources of

QA Readings identified during the Annual Mea-
surement Task (described in Chapter Three); and

4u
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% As a source document for training employees. O

Use of Teams for Flowcharting A process 1lowchart is a powerful
tool, not only in quality assurance, but in

Using teams is an effective way to . _ )
complete flowcharts. A process continuous improvement and quality plan-
flowchart gives all team members an : .
understaniing of the entire work process ning. The flowchart helps you to:
and how the different components fit o
together. Team mambers often find that % Document an existing
while each member possesses detailed process;
knowledge about his or her portion of the
process, few members are < Provide a common lan-
knowledgeable about the entire process.

guage, ensuring all peo-
ple in the process under-
stand it in the same
terms;

A detailed flowchart fills this knowledge
gap, and team members become full
pariners in completing subsequent steps.

< Identify weaknesses or problems in the existing
process;

< Improve the existing process; ‘

% Identify how, when, and where to measure an
existing process to determine whether it is in
compliance with all requirements; and

% Design an entirely new process.

However, to provide these benefits, the flowchart must
accurately represent the process. Remember, the flowchart is a
reflection of what the process is, not of what the process should
be.

Flowcharts are constructed using standardized symbols that
are sequentially arranged to illustrate the steps in the work process.
While there are numerous specialized symbols, most flowcharts can

be generated by using the following basic symbols:

Terminal: Identifies the beginning or end of a

process.
44 o
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Activity and Process: Identifies a single step in
the larger process. A brief description of the func-
tion, activity, or operation is contained within the
box, and it usually begins with a verb.

Decision: Designates a decision point within the
process. A brief description, in the form of a
question, is contained within the diamond. The
answer to the question is “YES” or “NO,” either of
which leads to a separate path that continues the
process.

Document: Represents a form or other written
piece of information pertinent to the process. The
title or description of the document is shown with-
in the symbol.

Arrow: Indicates the direction or flow, from one
step or function to the next. An activity may have
only one main path. A decision will have two
main paths (e.g., “Yes” or “No”).

Steps to follow:

1.

o

1995-1996

Ensure that all teams include and involve appropriate
staff who can accurately describe the process;

Define the boundaries of the process (i.e., the starting
point (input) and the ending point (output or product)
of the work process);

Document your procéss. Detail each of the major
steps, functions, and decisions within the work process.
Break down the general activities into specific compo-
nent steps, to allow you to see what actually occurs
within the process. The process flowchart starts with
a terminal symbol. From this starting point, use the
flowchart symbols to detail the steps (activities, deci-
sions) in the work process. When you encounter a
decision point, we recommend that you choose one
branch or path (“Yes” or “No™) and describe it until its
conclusion; then, return to the second branch and com-
plete that path;

Identify the individuals or positions responsible for
completing the activities in the work process; and




5. Review the completed flowchart to determine whether
you have missed any decision points, activities, or
special cases that might cause some work to follow a
different path.

Flowchiart Software Programs We have provided you with a
o model process flowchart that illustrates
“Youi should note that there are several . — _ _

- software programs available to assist you the major steps in Title IV aid delivery.
‘"mmg Vo‘;'m?t(:‘sg' Your institution may operate differently,
<m|°gy will si our annual using different or additional steps. If you

y P
updaﬁng and revision activities.

have already prepared a flowchart, you

have two options for completing this task:

< Option 1: Complete the flowchart Worksheet
(MA-2); identify ways in which your operation
differs and indicate in the spaces provided the
person(s) responsible for each major activity; or

.

< Option 2: Substitute your own flowchart for
Worksheet MA-2.

You may find that displaying a copy of your completed
flowchart in an area where it can easily be seen by staff, or provid-
ing copies of the flowchart to all staff will encourage discussion
regarding the process described, and may lead to suggestions for
improvement.

Refer to your flowchart, if you experience problems or
identify flaws in your system. The visual representation may assist
you in identifying the source of the problem and may enhance your

ability to act quickly to implement quality enhancements.

44
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Update your flowchart periodically to reflect any changes
in your operation. Remember to file a copy of the completed
flowchart in your quality assurance file for future reference. You
will need to refer to this flowchart as you complete the remainder
of your MA activities. Remember to update your plan (referring
to the calendar in the Introduction), including the dates you began
and completed Worksheet MA-2 (or your own flowchart) and the

person(s) responsible for completing this activity.

Acnviy THRee: COMPLETE THE
MANAGEMENT ASSESSMENT WORKSHEET

This Management Assessment activity assists you in (a) comparing
your institution's administrative procedures with federal require-
ments, (b) identifying strengths and weaknesses of office opera-
tions, and (c) setting the stage to remedy areas of institutional

vulnerability. In short, this process will help ensure that:

< Title 1V Program requirements are met as part of
the normal processing of aid applications, awards,
and disbursements; and

& Staff have a consistent understanding of their
responsibilities as referenced in the current office
policy and procedures manuals.

Completion of the Management Assessment Worksheet
(MA-3a or b and c) is a key activity in your institution's quality
assurance program. If handled as a structured problem-solving
activity, it can become a powerful means to serve the interest of
the students, the institution, the financial aid staff, and the federal
government.

In 1995-96, all of the QAP institutions are required to

complete the Comprehensive Title 1V-Wide Management Assess-

MANAGEMENT ASSESSMENT TASK
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6 ment worksheet found on page(s) 21-44. In subsequent years, only
first-year institutions will be required to complete the Comprehen-
sive Title IV-Wide Management Assessment Worksheet. Continuing
institutions can choose to complete either the Comprehensive Title
1V-Wide Management Assessment Wbrksheet or the Core Manage-
ment Assessment found on page(s) 45-50. The Core Munagement
Assessment will assist your QA team in reviewing a minimal
number of areas to ensure administrative capability, if, in addition,
at least one of the Focus Management Assessment Modules begin-
ning on page 52 is completed. These Focus Management Assess-
ment Modules assist the QA team in reviewing specific functional
areas in depth, and provide an additional mechanism for including

other institutional offices involved in the administration of Title IV
funds.

O 1. Comprehensive Title IV-Wide Management Assessment

The Comprehensive Title IV-Wide Management Assessment
Worksheet beginnirg on page 21 consists of a set of questions
designed to help users assess current operations in five major
areas in student aid delivery. Each major area contains several
functional requirements; and, along with the functional require-
ments, are listed below:

Area A. Institutional Participation

Functional Requirements:

% determining institutional and program eligi-
bility,

% coordinating major financial aid responsibil-
ities, and

\/

% disclosing information on Title IV participa-
tion.
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Area B. Fiscal Management

Functional Requirements:

0

% establishing accounting systems,
% coordinating program-specific funds, and
% ensuring adequate auditing practices.

Area C. Recipient Eligibility

Functional Requirements:

% evaluating student eligibility,

< collecting required documentation, verifying
data, and

% determining cost of attendance.

Area D. Award Calculation and Disbursement

Functional Requirements:

% disbursing Pell Grants,
< packaging Campus-based awards,

®

< providing Federal Family Education Loans
(FFEL), and

< awarding and disbursing Direct Student
Loans (Direct Loan Program institutions
only).

Area E. Reporting and Reconciliation

Functional Requirements:

0

% adjusting awards,

¢

% providing Title IV refunds, and

0

< reporting and recordkeeping.

II. Core Management Assessment and Focus Management
Assessment Modules

The Core Management Assessment Worksheet that begins on
page 45 consists of a limited set of questions to help users
assess current operations in major areas of student aid deliv-
ery. The Focus Management Assessment Modules consist of
sclected sets of questions in several functional focus areas.
These major areas include the topics covered in the previous
section titled “A. Comprehensive Title IV-Wide Management

CHAPTER 'ONE: MANAGEMENT ASSESSMENTTTASK
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e Assessment™: (1) Institutional Participation; (2) Fiscal Man-
agement; (3) Recipient Eligibility; (4) Award Calculation and
Disbursement; and (5) Reporting and Reconciliation. Addi-
tional modules also have been added, focusing on Automated
Processing and Good Administrative Practices and consisting
of qucstions designed by QAP institutions. This last module
allows you to appraise your operations outside of Title IV
administration. As the QAP continues to expand in scope,
additional modules may be developed.

In all of the assessment worksheets, where appropriate,
regulatory or statutory references are provided following many of
the questions. to assist you in fully determining requirements. (To
further assist you, a supplemental checklist, the Student Consumer
Information Checklist, that details regulatory or statutory require-
ments, is provided as Appendix A.)

By dividing the assessments into major areas. we hope to
encourage you to use different teams, including cross-office teams,

‘ to complete this task. Financial aid administrators understand that
the effective delivery of student aid involves other offices at their
institutions. including the registrar's office, admissions, and the
business offices.

Financial aid administration is an institutionai responsibility.
In fact. active participation by other administrative or student
service offices in developing and sustaining a QA system is key to
running not only a successful QA Program. but a program that is

in full compliance with all of the Title IV requirements. Be sure

to convey the value of the input received from other offices, and

share information on how those offices can benefit from participat-
ing in the quality improvement process.

Widespread participation of staff members at all levels in
the organization has proven to be a successful practice at institu-
tions already participating in the QAP. Involving staff members

‘ and organizing them into various teams to address implementation
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and modifications, as needed, might take some effort at the outset
(as would any transition to a different mode of operation). How-
ever, when staff members become problem solvers, they are able
to strengthen the effectiveness of office operations within a dy-
namic financial aid environment. Opportunities for employee
teamwork and training are important ways to link staff members'

insights and skills to improvement efforts.

Instructions for Completing the
Management Assessment Worksheet

After the first year, the institution first must decide which Manage-
ment Assessment Worksheet to complete — either the Comprehen-
sive Title IV-wide Management Assessment Worksheet or the Core
Management Assessment, and one or two Focus Management
Assessment Module Worksheets. To ensure continuous improve-
ment, continuing QAP institutions are encouraged to revisit any
areas found needing management enhancements in prior-year
assessments.

In completing the Management Assessment Worksheet, the

following steps should be taken:

I. ldentify institutional staff members to serve on Man-
agement Assessment Worksheet team(s). Teams can
be assigned at various stages of the assessment process
and can be grouped to address specific program areas

(such as packaging Campus-based awards) or func-
tional areas (such as fiscal management).

2. Have team members review the Title IV provision or
procedure that is specified in the first column, “Major
Functional Requirements,” and determine whether
institutional procedures are in place and whether those
procedures fully address the requirements: and

00
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3. Make a judgment about the effectiveness of the institu-
tion's existing procedures and practices and identify
areas that need improvement. Record the status of
procedures in the columns under “Inventory of Exist-
ing Procedures,” which are categorized as follows:

< Not applicable at institution at this time (ex-
plain) — The requirement is not applicable to
the institution at the time the Management As-
sessment is being conducted. An explanation
is required;

02
L X4

No improvement action needed at this time —
Procedures are in place, fully documented and
implemented, and effectively meet federal re-
quirements and good management practices.
Procedures are found in the Policy and
Procedures Manual; and

9.
9.0

Improvement action needed — New procedures
are needed to properly administer the Title IV
programs, or a problem has been identified with
existing procedures that makes the institution
vulnerable.

4. Determine the timeframe for the improvement actions
vou identified in the previous Step, as follows:

< Near-term improvement dactions can be
implemented within one year; and

)

% Long-term improvement actions require more
than one year to implement.

Review the flowchart you made in Activity Two to ensure
that all procedures currently in place are properly noted. If they
are not in the flowchart, or are noted incorrectly, revise the flow-
chart. After completing the Management Assessment Worksheet,
institutions will have identified the areas of financial aid adminis-
tration that require improvements. Activitics in the Management

Assessment Task will assist you in identifying needed improve-
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ments and designing management enhancements to implement
them.

Complete the Management Assessment Task Assessment
form on pages 19 and 20 in this chapter. Information from this
assessment form will assist you in planning for the MA activities
in subsequent years. A complete set of one-sided QAP Workbook

worksheets is included as Appendix E, for use in making additional

copies.

5
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SAMPLE FLOWCHART OF AID DELIVERY

COMPLETED BY:

{(NAME)

CONPLETED ON:

(DATE)

61




ASSESSMENT OF

MANAGEMENT ASSESSMENT TASK

S
SESSMENT

1. Approximately how many hours were required for each of
the following levels of staff to complete the Management
Assessment (MA) Task and worksheets? If no hours were

required of a certain level of staff, please enter zero.

Number of
Staff Level Hours
Professional — Paraprofessional (e.g., QA Coordinator or Coun-
selor)
Clerical — Data Eniry (e.g., secretary or word processor)
Student Workers
2. What resources other than staff did you require to com-

plete the MA Task and worksheets? You should include
all equipment, materials, supplies, and so on, as well as a
list of costs. Indicate whether this was a one-time or an

annual cost.
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ASSESSMENT OF . -
"__MANAGEMENT ASSESSMENT TASK

: _(CONTINUED)

Dollar Value | One-Time or
Additional Resources ) Annugal Cost
3. What benefits did your institution gain from completing ‘

this particular task and its worksheets?
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COMPREHENSIVE
TITLE IV-WIDE
MANAGEMENT
ASSESSMENT
WORKSHEET

(WORKSHEET MA-3a)
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o CHAPTER TWO

MANAGEMENT ENHANCEMENT
TASK

EREAE Y

~ OVERVIEW

In the process of completing the activities in the Management

Assessment Task, you identified areas in your financial aid opera-

tion that require improvement. Activities in the Management
Enhancement Task will assist you in (a) developing plans for
implementing new or enhanced procedures and (b) improving your
institution's compliance with Title IV requirements. Throughout
the management enhancement process, your institution will estab-
lish its own methods for implementing changes, while considering
available resources and office capabilities.

The following two activities are included in the Manage-

ment Enhancement Task:
% Activity One: Schedule of Activities for the

Management Enhancement Task (Worksheet ME-
1)

» Plan ME Task;
» Develop a schedule and determine

0 appropriate timeframes for completing
ME activities;

oy
D




» Identify staff responsible for each ME
activity; and

» Record actual date each ME activity is
completed.

.

% Activity Two: Complete Management En-
hancement Action Plans (Worksheet ME-2)

» Identify enhancement item(s) (from
Worksheet MA-3) on which to focus en-

hancement actions;

» Develop an action plan for each enhance-
ment action: and

» Prioritize enhancement actions.

Descriptions of these activities are provided below.

Acnvity ONE: SCHEDULE OF
AcnviTies FOR THE MANAGEMENT
ENHANCEMENT TASK

The first activity you will complete as part of the Management
Enhancement Task will be to plan all required activities, using
Worksheet ME-1: Schedule of Activities for the Management
Enhancement Task. Worksheet ME-1 lists the various activities,
completion dates suggested by ED. the team member responsible
for each activity, and the actual date each activity is completed.
The QAP allows for flexibiiity in task schedules, based upon
individual institution circumstances and calendars. However, keep
in mind that QA Program history indicates that when institutions
operate their QA Programs within the timeframes suggested by ED,
they are far more likely to be successful in completing the ME

activities. The schedule should be updated as ME activities are

completed.

CHAPTER TWO! "MANAGEMENT ENHANCEMENT TASK
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WORKSHEET ME-1
SCHEDULE OF ACTIVITIES FOR THE MANAGEMENT ENHANCEMENT TASK'

Management Enhancement
Activity

Suggested Date for
Successful
Implementation

Staff Responsible/
Team Member

Date Completed
(Actual)

Select team members to
complete ME activities.

Immediately after
completing MA Task.

Complete Worksheet ME-1:
Schedule of Activities for the
Management Enhancement
Task.

Immediately after
completing MA Task.

Complete Worksheet ME-2:
Management Enhancement
Action Plan for each identified
enhancement action.

No later than August 1.
Submit with End-of-
Year Report.

' Make a copy of this Worksheet for each team member responsible for completing Management
Enhancement activities. Post one copy in the office, and place the original schedule in your master QAP

File.

QA WORKBOOK * 1995-96
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Activity Two: COMPLETE MANAGEMENT
ENHANCEMENT ACTION PLANS
(WORKSHEEY ME-2)

Using the Management Assessment Task Worksheet MA-2a or b
and c you completed for the MA Task, determine the items (hereaf-
ter referred to as “enhancement items”) on which you will focus
management enhancement actions (hereafter referred to as “en-
hancement actions”). For each of your enhancement items, you
will develop a Management Enhancement Action Plan for each
enhancement action you wish to plan for.and implement using
Worksheet ME-2. Please note that you may have more than one
enhancement action you would like to implement to address a
single enhancement item (from MA-3a or b and c). An example
of a completed ME-2 has been provided; and you may want to
refer to the example as you review the instructions for completing
ME-2. To assist your institution in planning enhancement actions
you should track the resources (staff, materials, and so on) required
to implement each enhancement action.

The following describes the steps you will take to complete
Worksheet ME-2 for each of the enhancement actions you have
identified:

1. Describe the enhancement item at the top of
Worksheet ME-2 under “Enhancement Item.”

2. Identify the enhancement action necessary to
address the enhancement item, and list the en-
hancement action on Worksheet ME-2 under
“Enhancement Action.”




WORKSHEET ME-2
MANAGEMENT ENHANCEMENT ACTION PLAN
‘ High or Low Priority:

1. Enhancement Item:

2. Enhancement Action:

3. Lead Person, Title,

and Office:
4. Other Campus

Oftice(s)/

Representative(s)

Involved: D J)
2) 6)
3) 7
4) 8)

‘ Projected Dates Actual Dates

5. Implementation Start Date:

Implementation End Date:

6. Long- or Near-Term Management Enhancement Action?

QA WORKBOOK * 1995-96 ) ' I ' 2-5




EXAMPLE

WORKSHEET ME-2
MANAGEMENT ENHANCEMENT ACTION PLAN
High or Low Priority: High

1‘ Enhancement Item 9'm0nth EFC datermlnatlon (D'2)

2. Enhancement Action: _4 hr. training session with Pell staff and Bursar's representative

3. Lead Person, Title,
and Office: Jane Doe, Assistant Director, FAO

4. Other Campus

Office(s)/
Representative(s) )
Involved: 1) Bursar's: David Jones S)

2) 6)

3) 7

4) 8)

Projected Dates Actual Dates
. Implementation Start Date: October 16, 1995 October 22, 1995

Implementation End Date: October 30, 1995 November 3, 1995

. Long- or Near-Term Enhancement Action? Near-term action

" CHAPTERTWO: MANAGEMENT ENHANCEMENT TASK




‘ 3. Decide who would be the best individual from your
ME Task team to assure that each enhancement action

is properly monitored, and record his or her name,
title, and office under *“Lead Person, Title, and
Office.”

4, Identify representatives from other institutional offices
affected by implementation of a management
enhancement, and request that they serve on ME Task
teams for implementing all enhancements involving
their offices. On Worksheet ME-2, record the offices
involved and their representatives who will work on
your team.

S. Decide when implementation of the enhancement
action will begin and end. Record the dates in the
rows labeled *“Implementation Start Date” and
“Implementation End Date,” under the **Actual Dates”
column.

6. Determine whether your enhancement action is near-
or long-term. as follows:

» Near-term enhancement actions can be
‘ implemented within one year; and

» Long-term enhancement actions require
more than one year to implement.

The last step is to prioritize the enhancement actions your
institution has identified, based on the areas from Worksheet MA-3a
or b and ¢. You should focus first on any areas clearly not in
compliance with federal statutes or regulations. After dealing with
compliance-related enhancement actions, you may want to focus next
on an enhancement action that will be relatively simple to implement
(e.g., near-term or minimal resources), but will yield positive results
in a short period of time. A quick success based on a relatively
simple enhancement action will build confidence in and support for
your QA program, and will lay the foundation for tackling your
tougher quality problems.

For each enhancement action, you will record the priority level
‘ (i.e., either high or low) at the top of Worksheet ME-2. In the

example worksheet provided, the enhancement action was a high

QA WORKBOOK-* 1995-96




Note: Numerous software products are
available to assist you in monitoring
progress on goals (e.g., Timeline). The
software would help you track by person
responsible, task name, or due dates.
They often produce Gantt charts, PERT
charts, calendars to assist in scheduling
and planning, resource tracking and
oaer helpful tools. You may find an

investment in such a product worthwhile.

priority. This indicates that the institution
will implement this enhancement action
before its low priority actions.

You will need to start implementing
enhancement actions in a timely manner.
Depending on the type and number of

enhancement actions you plan to imple-

ment, we suggest that you stagger the
implementation of major enhancements over a ore- to two-year period
of time.

As you plan and implement enhancement activities, you should
file the Management Enhancement Worksheet(s) (and any matenals
developed to document the enhancements planned or implemented) —
in your QAP master file. Remember to update the worksheets as
changes occur, by recording changes ax part of the monitoring process
and by noting in the appropriate columns under “Actual” modifi-
cations to enhancement actions, person(s) responsible, and start and
end dates. Complete the Management Enhancement Task Assessment
form at the end of this chapter. Information from this assessment
form will assist you in planning for ME activities in subsequent years.
As areminder, a complete set of one-sided QAP Workbook worksheets
is included in Appendix E. You may use these worksheets for making

additional copies.

COMMITMENT TO CONTINUCUS IMPROVEMENT

An effective quality assurance system must be viewed as an on-gotng.
continuous process. The activities in Part I of the QAP Workbook
have assisted you in completing 2 management assessment and 1n
initiating management enhancements.  You will perform annual

follow-up assessments to determine the effectineness of enhancement

)




'ASSJ,ESSMENT oF -
.- '_MANAGEMENT ENHANCEMENT TASK

SN

1. Approximately how many hours were required for each of
the following levels of staff to complete the Management
Enhancement (ME) Task and worksheets? If no hours
were required of a certain level of staff, please enter zero.

Number of
Staff Level Hours

Professional — Paraprofessional (e.g . QA Coordinator or
Counselor)

Clerical — Data Entry (e.g.. secretary or word processor)

Student Warkers

2. What resources otter than staff did you require to
complete the ME Task and worksheets? You should
include ail equipment, materials, supplies, and so on, and
list what the costs were. Indicate whether this was a one-
time or an annual cost.

' CHAPTER TWO: MANAGEMENT ENHANCEMENT TASK




‘ actions implemented in previous QA Program years and to determine

whether additional administrative procedures require enhancements.

The changing nature of regulatory issues, institutional
characteristics, and technological capabilities assures that your quality
assurance team will need continually to assess and reassess office
operations to prepare for future challenges. After the first year of
QAP paticipation, QAP institutions annually review the Management
Assessment Task and develop management enhancements designed to
correct problems, improve operations, and strengthen management
systems.

You are encouraged to expand the scope of the management
assessment to address other non-Title IV areas of concern at your
institution. Such expansion might include areas in which changes
were introduced at your institution, or areas affected by changes in
federal requirements. In subsequent years, you may select areas
included in the Management Assessment you believe to be most

‘ relevant for your institution (using the Core Management Assessment
and Focus Management Assessment Modules), and continue to strive

toward including other institutional offices in your quality assurance

program.

Now that you have completed the qualitative component of the
QA Program Task Cycle. you are ready to begin the quantitative
component of the QAP — the Annual Measurement and Quality

Improvement Tasks. These two tasks are the focus of Part II.

QA WARKBOOK * 1995-96
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':vASSESSMENT oF .

- MANAGEMENT ENHANCEMENT TASK

-(CONTINUED)

{

Doilar Value | One-Time or
Additional Resources O] Annual Cost
3. What benefits did your institution gain from completing
0 this particular task and its worksheets?

QA WORKBOOK * 1995-96
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o CHAPTER THREE

Annual Measurement Task

" OVERVIEW -

In Chapters One and Two you completed a qualitative assessment
of your institution’s administration of Title IV Programs. After
completing the Management Assessment (MA) Task, you
‘ completed the Management Enhancement (ME) Task and imple-
mented management enhancements as necessary. You have just
completed the QUALITATIVE component of the QA Program. The
next task assists you in conducting a QUANTITATIVE assessment
of a QAP sample of your Title IV recipient population. The QAP
sample will provide you with data concerning the quality of your
aid delivery policies and procedures and the accuracy of student-
reported information. The management data, also referred to as
QA Readings, is defined as the difference between the actual
amount of aid disbursed and the amount that would have been
disbursed, if all data, calculations, and procedures were correct at
the time of the most recent award.
The QA Readings will provide you with valuable data on
which you will base your quality improvement program. Institu-

0 tions complete the Annual Measurement (AM) Task each year, to
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ensure that quality improvements are effective and to monitor

changes in your institution’s QA Readings.

Before explaining the activities
QAP TASK CYCLE

that comprise the Annual Measurement

S ' Task, it is important to explain the de-
sired outcome of the Annual Measure-

ment Task, and how institutions work

MANAGEMENT

ENFANCEMENT
i toward that desired outcome. The Annual
Measurement Task is an integral part of
[ the continuous quality improvement cycle.
TASR '

The Annual Measurement Task is refined
annually to incorporate changes warranted by reauthorization of the
HEA, regulatory changes, and input from GA Program participants.
The desired outcome of the Annual Measurement Task is to pro-
vide institutions with meaningful data to make changes that im-
prove services to students, the delivery of Title IV aid, and the
stewardship of federal funds.

The Annual Measurement activities focus on Federal Pell
Grant and Campus-based recipients, certified (subsidized) Federal
Stafford Loan applicants, and recipients of (subsidized) William D.
Ford Federal Direct Student Loan (hereafter referred to as Direct
Loan) originations, and is based on verification of 16 items (i.e.. 9
institutional and 7 student-reported items measured for the QA
Program). Some of the items were found to be error prone in
previous nationwide quality coatrol studies conducted by ED. in
addition, QA Program participants have identified areas of vulnera-
bility and have recommended items to be measured for the QA
Program. The specific institutional and student items will be
explained in more detail in Activity AM-3 — Collect Documenta-

tion from QAP Sampled Students.
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‘ It is important to remember that the measurements derived
from the Annual Measurement Task in the QAP Workbook are not
equivalent to determining institutional liability as defined by regu-
lations; rather it is a broader measure of how well the systems you
currently have in place for delivery of Title IV aid are working.

ED provides a software program (the QAP Software) to
assist institutions in completing the Annual Measurement Task.
The QAP Software calculates QA Readings for a QAP sample of
students selected for the Annual Measurement Task. Institutions
collect documentation for each student in the QAP sample and
compare it with information used to make a student’'s most recent
award. If there are differences, the QAP Software will calculate a
QA Reading. The QAP Software measures student, institutional,
and summary data and provides QA Readings at the student level
as well as the program summary level. The sampling procedures

‘ (ctlined later in this chapter) have been developed to provide QAP
institutions with a statistically valid QAP sample. Precision levels
have been set at 95 percent to ensure both confidence and statisti-
cal significance in your data.

The QAP Software was developed to balance the desire for
precise measurements with the need to minimize the burden on you
and your staff. It is not practical or possible for you to review
every student file in your aid office to calculate QA Readings for
your entire Title IV populaticn. Therefore, the Annual Measure-
ment activities outlined below are based on a QAP sample of your

students. The QAP Software will provide you with estimates of

payment and certification QA Readings at vour institution if you
carefully follow the instructions set forth in the following activities.
The QAP sample you select will allow you to extrapolate estimated

0 QA Readings for your entire Title IV recipient population.
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The Annual Measurement Task consists of the following

five activities:

)
o

Activity One: Develop a Schedule of Activities
for the Annual Measurement Task (Worksheet
AM-1)

» Plan AM Tasks;

» Develop a schedule and determine appro-
priate timeframes for completing AM ac-
tivities.

» Identify staff responsible for each AM
activity; and

» Record actual date each AM activity is
completed.

< Activity Two: Select a QAP Sample of Title IV
Student Aid Recipients (Worksheet AM-2)

» Document your sampling procedure;

» Tuilor your sampling efforts according to
the characteristics of your own institution;,

» Select a QAP sample that can be repli-
cated. is unbiased, and reliable;

» Complete Worksheet AM-2: QAP Sam-
ple Selection Data for Random QAP Sam-
ple; and

» Complete Worksheet AM-2a: QAP
Sample Certification Worksheet.

¢ Activity Three: Collect Documentation from QAP
Sampled Students (Worksheets AM-3 and 3a)

3-4
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O » Plan and document procedures for collect
ing and verifying' documentation: Com-
plete Worksheet AM-3: Documentation

Collection Information;

» Identify sources for original and substanti-
ating information;

» Define your procedures for and timing of
collecting and verifying documentation;

» Complete Worksheet AM-3a — Standard
Documentation and Timing Guidelines for
Student-Reported and Institutional Data
Items;

» Review cost of attendance to ensure the
accuracy of each budget type for each
Title IV program at your institution; and

» Establish procedures to ensure an
appropriate audit trial.

¢  Activity Four: Verify Data and Calculate QA
Readings (Worksheet AM-4)

» Verify the data for each QAP sampled
student:

» Complete Worksheet AM-4: QAP Soft-
ware Data Entry Form for each QAP sam-
pled student; and

» Calculate QA Readings for each QAP
sampled student.

< Activity Five: Analyze Results

» Anao'yze individual cases to determine
trends in data and cause(s) for QA
Readings;

4
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Verifying in this context means ensuring that certain documentation 1s present in the student s file as well
as checking data values supplied by the student.
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» Summarize the results for the entire QAP
sample using QAP Software;

» Conduct additional data analysis utilizing
Pareto Analysis and other statistical anal-
ysis techniques; and

» Submit a backup copy of QAP Software
s data diskette, Worksheet AM-2, and Soft-
ware Summary Form to QA Program

Contractor.

ACTIVITY ONE: DEVELOP A SCHEDULE
OF ACTIVITIES FOR THE ANNUAL
MEASUREMENT TASK

Recommended completion dates: the You now begin the critical process

QA Program allows for flexibility based of organizing yourself to complete all of
on individual circumstances and L
calendars. However, program history‘ the AM Task activities. To be successful

has shown that, when institutions operate
the QA Program within certain time
frames, they are likely to be more portz@ to develop a schedule and assign
successful with the sampling and data
collection activities.

in completing the AM activities, it is im-

team members AM Task responsibilities.

Worksheet AM-1: Schedule of Activities

for the Annual Measurement Task will assist you and your QAP
team in completing AM activities. (The Task Schedules are in-
cluded with each task in the QAP Workbook. As you recall, you
completed a Task Schedule as part of the Management Assessment
and Management Enhancement Tasks). If there are additional steps
or activities that you would like to add to the schedule, you may
revise the schedule to include those institution-specific items.
Make sure that you provide each QAP team member with a copy
of the schedule. that a copy is posted in the financial aid office,

and the original is placed in your master QAP file.
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C STAYING ON SCHEDULE

The activities involved in the Annual Measurement Task
will be initiated and completed simultaneously with other QAP
tasks and routine busincss of the aid office (e.g., registration,
packaging first time students, and so on). Program participants
have indicated that a planning document is critical for QAP team
members to organize their duties most efficiently (it also can be
used as a training document for other staff). By completing Work-
sheet AM-1, team members become involved in the AM Task

planning process, and can better schedule the time that is required

to complete both the AM Task and their other duties and responsi-

bilities. Additionally, Worksheet AM-1 serves as a guide to keep

AM activities on schedule. Institutions have a greater chance in

successfully completing the AM Task if they stay on schedule,

‘ share AM Task responsibilities with a team, and integrate QAP

activities throughout the organization of the financial aid office.

[ TEAM BUILDING 1s CRITICAL
| IN COMPLETING AM TASKS

Depending on the size of the financial aid office staff, the
number of persons involved in completing AM activities will vary.
To complete the Management Assessment and Management En-
hancement Tasks, you formed a team which probably included staff
from other campus «ffices. The team concept, and the inclusion of
staff from other campus offices, should be carried forward to
complete the AM Task. You need to involve individuals from
other offices who can assist the QAP team in completing the AM
‘ activities. For instance, you may want to include on your team

data processing staff or programmers who can develop systems for
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the financial aid office. Their experience in statistics and program-
ming will assist the team in several activities, including selecting
a random QAP sample of Title IV recipients and installing and
using the QAP Software.

Likewise, it is important to include a variety of financial aid
office staff on the QAP team to assist in completing the tasks.
Counselors play a very important role in collecting documentation,
adjusting awards when necessary, and working with needs analysis
and packaging policies. Their input would be valuable in develop-
ing information requests for QAP sampled students, reviewing
documentation that is provided by students in the QAP sample, and
completing Worksheet AM-4: QAP Software Data Entry Form.
Many institutions currently participating in the QA Program also
involve staff who works at the reception/information desk. as well
as federal work-study students. These individuals play an impor-
tant role in collecting information from students, logging documen-
tation. and entering data onto the QAP Softwar: .

[t is important to point out that these are just a few sugges-
tions for staff you might include on your QAP team to complete
the AM Task. The underlying premise is that it is important to
ensure that the AM activities are not the responsibility of one staff
person. Total Quality Management concepts on which the QA
Program is based. stress the importance of teams, and their effec-
tiveness in building a sense of ownership and empowerment among
staff members. By forming a team and assigning responsibilities
to each team member, you will ensure success in comp! 'iing the
AM activities. QAP institutions have identified the team approach
as an important technique to use in developing the necessary staff
support for implementing a quality assurance system.

Provided below is an example of how Boise State Univer-

sity organized for completing the Annual Measurement Task:
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Aruitoxt provided by Eic:

After investigating the implementation of the QA Program at numerous institutions, the financial aid
office director chose to go with a core team to oversee management assessment, annual mea-
surement and improvement activities

The team consists of four people including the Director. a counselor and two of the clencal staff.
This group represented all of the file and fund activities of the office and provides a communica-
tion line both to and from the office and team

All members of the team attended the QAP Training Workshops conducted by ED. This was essen-
tia! for understancing the requirements AND for planning implementation of QAP activities. The
team meets every two weeks and together sets goals, timeframes. and parameters for implemen-
tation for all activities. Staff are invited to attend and are provided updates at the general staff
meeting (also every other week).

The team approach worked well. Staff continually ask questions about annual measurement
activities (will it change. how are we daing on completing it, and so on) and expect reqguiar up-
dates. Staff are keenly interested in the outcome. How they handled the AM Task is typical of the
work of the team. Two staff set up the process and review activities, one member handled the
public relations work and the fourth member was responsible for the QAP sample selection. Be-
cause all of the team was invoived, there were rarely times when student or staff questions were
unanswered due to the unavailability of a team member. The work of completing Annual Mea-
surement worksheets and the data entry into the QAP Software were team activities. This improved

our ability to complete tasks on time and reduced the fahgue factor. Cross review improved ac<u-
racy.

Would they set up a team again? Definitely! Integration of QAP goals and activities through their
staff is significant at the end of their tirst year of participation, and they consider that cn enormous
success.

One other tipr consider testing the QAP Software dunng your fist year of annual measurement as BSU did. It doubles as a
training actwity and helps you and your tecm pecome ‘amiliar with the process and QAP software You'll be better pre-
patec for the completion of Warkshee* AM-4. QAP Software cata entry. ard QAP Software report generation Lo Keiiy.
Director of financial Aid. Boise State Jnwve'sty

P

COMPLETING WORKSHEET AM-1:
SCHEDULE OF ACTIVITIES FOR THE
ANNUAL MEASUREMENT TASK

ERIC

The following are various steps to be taken for completing

Worksheet AM-1:

% Sclect team members to participate in completing
Annual Measurement activities:

& Have team members thoroughly review Part 11 of
the QAP Workbook;
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< -~ Have team members meet to discuss the activities
and schedule for completing the Annual Meastire-
ment Task. Incorporate Annual Measurement
activities into the financial aid office master cal-
endar. Obtain required resources for completing
AM activities (e.g.. programming support, funds
for mailings, computer support. training work-
shops, and so on);

\/

*» Have team members attend annual training work-
shops sponsored by ED for QA Program partici-
pants;

¢ Assign tasks and responsibilities to team members
immediately after attending QA Program training
workshop;

% Complete the sections on Worksheet AM-1 that
pertain to team member assignments;

% Record the actual completion dates on Worksheet
AM-1 immediately after the activities are com-
pleted; and

% Distribute copies of Worksheet AM-1 to all team
members and financial aid office management,
and post a copy for all financial aid office staff to
review. Place the original Worksheet AM-1 in
your master QAP file.

QAP evaluations have indicated that Once you have assembled your

institutions that fully implemented QAP team to conduct Annual Measurement
activities have achieved success with L , o

Annual Measurement activities. activities, assigned responsibilities and
Successful institutions use a team completed Worksheet AM-1: Schedule of

approach, stay on schedule, and secure
the necessary resources to complete AM Activitics for the Annual Measurement

activities.
chvitie Task, you are now ready to move on 1o

the next AM Task activity — Activity Two: Select a QAP Sample
of Title IV Student Aid Recipienis.

,““C'HAPTER THREE: - ANNUAL MEASUREMENT TASK
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WORKSHEET AM-1
SCHEDULE OF ACTIVITIES FOR THE ANNUAL MEASUREMENT TASK®

Annual Measurement
Activity

Suggested Date for
Successful Implemen-
tation

Staff Responsible/
Team Member

Date Completed
(Actual)

Select team members
to complete AM activi-
ties.

Initiate by September 1,

and complete activity
assignments no later
than October 1.

Complete Worksheet
AM-1: Schedule of
-Activities for the An-
nual Measurement
Task.

Complete no later than
Octovper 1

Provide sampling
guidelines and
mstructions to individ-
ual(s) assigned to draw
QAP sample.

Complete no later than
October |

Select QAP sample.

Initiate by October 15.
complete no later than
November 15 (may
vary depending on
institution's calendar).

Comglete Worksheet Initiate by October 15.
AM-2: QAP Sample complete no later than
Selection Data for a November 15.

Simple Random QAP
Sample.

Complete Worksheet
AM-2a: QAP Sample
Certification
Worksheet.

Complete no later than
November 15.

Prepare information
requesting docu-
mentation from QAP
sampled students.

Prepare information
prior to QAP sample
selection and no later
than November 135.

Review cost of atten-
dance and student bud-
gets, recalculate if
needed, and£lace copy
in master QAP file.

Complete review prior
to QAP sample selec-
tion and no later than
November 15.

Complete Worksheet
AM-3: QAP Sample
Documentation Collec-
tion Plan.

Complete no_later than
November 15.

® Mauke a copy of this Worksheet tor cach staff/team member responsible for completing Annual
Measurement activities. Post one copy in the office. and place the original schedule in your master QA File
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WORKSHEET AM-1 (Continued)
SCHEDULE OF ACTIVITIES FOR THE ANNUAL MEASUREMENT TASK

Annual Measurement

Suggested Date for
Successful Implemen-

Staff Responsible/

Date Completed

Activity tation Team Member (Actual)
'\ view and complete Coleete review ;l>rior
Worksheet AM-3a: to QAP sample selec-

Standard
Documentation and
Timing Guidelines for
Student-Reported and
Institutional Data
Items.

tion but no later than
November 15.

Conduct 1st follow-up
with non-respondents.

Complete no later than
December 31 (date may
vary depending on in-
stitition's calendar).

Complete Worksheet
AM-4. QAP Software
Data Entry Form for
each complete QAP
sample case.

Complete after each
student’s documentation
collection is complete.
Verify time sensitive
data items according to
dates specified on
Worksheet AM-3a.

Enter information from
completed Worksheet
AM-4 onto QAP
Software.

Enter data only after
time sensitive data
items have been veri-
fied but no later than
July 15.

Complete Activity
Five: Analyze Results.
Submit datd diskette to
A Program
ontractor.

Review may be initi-
ated after completing
data en_tr¥ of .orksﬁeet
AM-4 intformation but
no later than July 15.
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Acnivity TWO: SELECT A QAP SAMPLE
OF TiTLE IV STUDENT AID RECIPIENTS

The selection ‘of a statistically valid QAP sample is one of the most
critical QAP activities. In this activity things can easily go wrong,
and the consequences of mistakes or lack of attention are substan-
tial. A contaminated QAP sample will invalidate the conclusions
that can be inferred about your total student aid population. The

two areas most at risk of failure are:

0,

< Not defining your target population properly; and

0,

% Not ensuring that your QAP sample frame offers
each student the same probability of being se-
lected.

Drawing a valid QAP sample is not a difficult or onerous
procedure provided you approach the activity methodically and
strict quality control is exercised at each step. Once the goals of
sampling student aid recipients are explained, this activity is di-
vided and described in seven separate steps. Be sure to follow the

instructions for each step carefully.

| WHAT Is THE QAP -
| ATEEMPTING TO MEASURE?

The QAP sampling methodology is designed to produce for each
institution an estimate of the total dollar value of all overpayments
(and also underpayments for the Pell program) across all Pell Grant
and Campus-based recipients, certified (subsidized) Federal Stafford
Loan applicants and (subsidized) Direct Loan originations. A QA
Reading is taken by aggregating all overpayments and under-
payments (underpayments are added to overpayments, not sub-

tracted) and expressing them as a percentage of the total dollar
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value of all Pell Grant and Campus-based aid disbursed, Federal

Stafford Loans certified and Direct Loan originations. An analysis
of the QA Readings can be used to determine whether quality
improvements are needed to prevent or reduce overpayments and
underpayments. The QA Readings provide institutions with mean-
ingful data with which to make changes to improve student ser-
vices, delivery of Title IV aid, and proper stewardship of federal
funds.

. As a participant in the QA Program you will rely on esti-
mates based on a QAP sample of your aid recipients to judge how
well Title 1V aid is being delivered at your institution, and to
decide what can be done to improve the. process. Estimates for the
entire population of aid recipients are inferred from the data col-
lected from your QAP sampled students and quality improvements
may be developed based on the information the QAP sample
provides.

To provide useful management information, the margin of
precision for the parameter being estimated must be defined, and
a decision must be made concerning the level of confidence you
want to have in it. When the precision margin and confidence
level for the estimate have been decided, it 1s possible to determine
the minimum QAP sample size needed to produce an estimate with
these predefined characteristics. In setting the precision margins
and the level of confidence for the QA Program e¢stimates, a bal-
ance was achieved between providing information which can be
used confidently by management and avoiding overburdening

institutions by requiring too large a QAP sample. These three key

sampling concepts — precision margin, confidence level. and
minimum QAP sample size — are discussed on the following
pages.
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Precision Margin

To apply the estimates for QA Readings with confidence in
decision making, they should have known levels of precision. For

example:

From a management perspective. knowing that program overpayments are somewhere between 10
percent and 30 percent of the total dollars disbursed is of limited value. But knowing that overpay-

ments are 20 percent of total program doliars, give or take one percent, is much more useful manage-
ment information.

The precision of your estimate will depend on the size of
the QAP sample drawn. Everything else being equal. bigger QAP
samples provide more precise estimates. To obtain an initial
estimate of the required QAP sample size. a relatively high level
of precision was used because this level can always be relaxed if
the required minimum QAP sample size needed to produce it is

considered too large.

Confidence Level

Once you have selected a level of precision for your estimate, you
must then decide what level of confidence you would like to have
in it. This confidence level is typically expressed as a percentage.
For example. you may want to be 95 percent confident that pro-
gram overpayments are between 19 and 21 percent of total program
dollars. This means that there is only a S percent probability (i.e.,
a less than a 1-in-20 chance) that the actual QA Reading for your
entire population of aid recipients lies outside this range or interval.
Everything else being equal. higher confidence levels require larger
QAP sample sizes.

The final selection of the precision margins for whaiever is

being estimated. and the degree of confidence in these estimates.
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ultimately depend on how the information will be used. For exam-
ple, if lives or huge costs depend on your estimates (e.g.. in asses.s-
ing the reliability of a critical part for the Space Shuttle) then
highly precise estimates, in which you have high levels of confi-
dence. will be needed. However, you might settle for a much
lower level of precision and confidence level if you were simply
conducting a poll to figure out where most folk§ in the office

would like to hold next year's summer picnic.

Minimum QAP Sample Size

Required minimum QAP sample sizes for the QA Program have
been established using a precision margin of *5 percent of the
mean value of the estimate for Title IV program overpayments and
underpayments in the QA Program. The Department of Education
decided to use a 95 percent level of confidence for this estimate.
This means. for example. that if your QAP sample vields an esti-
mate of overpayments/underpavments of 4 percent of Title IV
program dollars, vou can be confident that the chance is less than
1-in-20 that the actual value for the entire population of aid recipi-
ents is outside the range of 3.8 percent to 4.2 percent (i.e.. 4 per-
cent. £5 percent of this value). Therefore. management can confi-
dently take action using the fact that program overpayments and
underpayments amount to 4 percent of program dollars (within *
0.2 percent) even though this information was derived from a QAP
sample.

Typically, the QA Readings for Title IV overpayments/
underpayments have a comparatively large value and the QA
Readings for individual data are quite variable: perhaps more so
than any other QA Reading in the QAP methodology. For any

given precision margin and confidence level. the more variability
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‘ there is in the data one is trying to estimate. the larger will be the
required minimum QAP sample size. Because the recommended
minimum QAP sample sizes are based on the QA Reading with

greatest data variability, you can be quite confident that the esti-

mates produced for all other Title [V QA Readings will be at least
as precise as that for the QA Reading for overpayments/
underpayments on which the QAP sarﬁple design is based.

The required minimum QAP sample sizes contained in
Schedule A (page 30) were computed using the mean and <tandard
deviation of the QA Reading for Title IV overpaymets/underpay-
ments for an average or typical QAP institution. They are the
required minimum QAP sample sizes for institutions with over 800
Title IV aid recipients. However, there are good reasons why you
may wish to select a QAP sample size larger than the required
minimum. Perhaps you believe that your institution differs sub-
stantially from the average QAP institution. For example, maybe
your institution is new to the QA Program. so you might reason-
ably expect your data to have greater variability. Or, maybe you
have compared your institution's QA Reading:, to those for the QA
Program as a whole (in the Annual Data Analysis Report) and
found that your institution’s QA Readings are generally higher. In
these cases. a larger QAP sample size will improve the level of
confidence that you can have in your estimates.

The margin of precision and confidence level that have been
selected produce a required minimum QAP sample size that would
be burdensome for institutions with small popnlations of Title IV
aid recipients. To reduce the sampling burden for small institu-
tions, a lower required minimum QAP sample size has been ob-
tained by relaxing the level of confidence in the estimate for small

institutions from 95 percent to 80 percent. Schedule B (page 30)
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provides the required minimum QAP sample sizes for institutions
with target populations of 800 or fewer Title IV recipients.

Superficially, the data in Schedules A and B suggest that

the required minimum QAP sampie size needed to produce reliable
estimates for QA Readings varies with the size of the target recipi-
ent population. Actually. the'required minimum QAP sample
needed to produce these estimates is determined independently of
the size of the target recipient population. The required minimum
QAP sample size varies by size of the target recipient population
in Schedules A and B because a finite population correction (fpc)
factor has been applied to the initial estimate of the required mini-
mum QAP sample size. The fpc factor has been applied to the
required minimum QAP sample size fur two reasons. First, your
QAP student population is finite in size. unlike the infinite popula-
tions assumed in standard statistical theory. Second. QAP sam-
pling is conducted without replacement (rather than with replace-
ment).

Whenever the required QAP sample size is small relative to
the size of the target population (i.e.. the sampling fraction is
smaller than 1-in-30). the fpc factor is commonly treated as 1. and
therefore can be ignored. This is why the required minimum QAP
sumple size in Schedule A remains the same for all target recipient
populations above 10,000. For large populations, the QAP sample
size rather thar the sampling fraction dominates the precision of
the survey results. For example. a QAP sample size of 2.000
drawn from a target population of 4 million people will produce
the samc level of precision as the same size QAP sample drawn
from a target population of 40,000, even though the sampling
fraciion is much smaller in the former case.

The gains from using sampling are obviously greater when

target populations are large. For example. the required minimum
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QAP sample size for very large institutions (i.e., over 10,000
recipients) is only about 3 percent of their target recipient popula-
tion compared to over 20 percent for small institutions (i.e., less
than 1,000 recipients). This inherent characteristic of surveys
stems from the fact that the required minimum QAP sample size
is determined independently of the size of the target recipient
population.

Unfortunately, this characteristic also means that for very
small populations the gains from sampling may not be worthwhile,
even though application of the fpc factor has a very appreciable
effect in lowering the required minimum QAP sample size. To
retain the same¢ precision and confidence levels for estimating QA
Readings. insti.utions with a target recipient population of say 100
would need to QAP sample 71 students, and institutions with a
target recipient population of say 380 students would need to QAP
sample 143 students. These figures represent large sampling

fractions.

WHEN SHOULD SAMPLING START?

You should begin the sampling activity as soon as you can identify
most (i.c.. 95 percent or more) of your Federal Pell Grant and
Campus-based recipients. certified (subsidized) Federal Stafford
Loan applicants, and (subsidized) Direct Loan originations. Do not
delay this activity. The longer you delay, the more difficult it will
be to collect documentation from students in the QAP sample.
Depending on your institution's enroliment patterns. there

will be variation in the timing of QAP sample selection as follows:
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®,
0.0

Instructions for non-traditional enrollment institutions to draw a

QAP sample for each enrollment period is discussed in Step 7

(page 33).

Traditional enrollment institutions must complete
their QAP sample selection by no later than No-
vember 15. (Dates for initiating and completing
this activity may vary according to your institu-
tion's calendar.)

Non-traditional ~enrollment institutions' may
choose to select several QAP samples. They
should. however, strive to begin their QAP sample
selection by October 15.

S1EPS FOR DRAWING A VALID
SIMPLE RANDOM QAP SAMPLE

It is important to document. using Worksheet AM-2, the sampling
procedures you use. This Worksheet will lead you through all the

steps needed to successfully draw a simple random QAP sample.

This section discusses in detail each of the following steps:

I

12

count the aid recipients in your target population.
establish the sampling frame.

choose an appropriate QAP sample size.
determine the probability of selection,

specify a random seed.

assign random numbers to all students in the sampling

frame.

'A non-traditional institution is one characterized by sigmficant enroliment changes over the course of the
vear. For example, proprietary institutions which enroll new students weekly/monthly/quarterly, or community
colleges which continue to enroll new aid recipients over the fall and into the spring. These institutions may need
to select at least two samples.
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‘ 7. draw your QAP sample, and

8. certify your QAP sample.

You will use a probability sampling technique which allows
each student to be selected only once. This sampling technique is
known as simple random sampling without replacement. Using this
technique, every student in your target aid recipient population will
have the same probability of being selected for the QAP sample.
There are different ways of drawing simple random QAP samples,
but the method provided in the QAP Workbook in'volves using
computer software to assign random numbers to all students in the
sampling frame.

To use this method successfully, each of the steps enumer-

ated below must be completed carefully. If these steps are fol-

lowed, you will ensure that the QAP sample you draw is com-

0 pletely unbiased.

Step 1. Count the Aid Recipients
in Your Target Population

Be sure vou fully understand which students in the student aid
population you are targeting. The target population for which you
want to obtain an estimate of Title IV overpayments/underpayments
is all the students who were Pell Grant and/or Campus-based aid
recipients and/or were certified for a (subsidized) Federal Stafford
Loan or received a (subsidized) Direct Loan origination during the
current award year. excluding summer-only recipients. Only those
individuals identified as belonging to your target population should
be counted in Worksheet AM-2 and appear in the sampling frame

(see Step 2).
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The foliowing types of aid recipients or applicants are not

part of the QA Program target population.

< Eligible applicants who never received Pell Grants
or Campus-based aid;

< Eligible applicants who were calculated as ineligi-
ble for a subsidized Stafford Loan or Direct Loan:

%  Students who only received unsubsidized Stafford
Loans, unsubsidized Direct Loans. and/or PLUS
Loans:

%  Summer-only Title IV recipients: and
< Students whose only aid was a PLUS Loan.

You should obtain from a reliable source (e.g.. your data
processing department) a list of all the aid recipients in your target
population. Ideally. this list should be in electronic format. The
list will serve two purposes. First, it will be used to obtain counts
of students in the relevant Title IV programs and enable you to
complete Items la through le on Worksheet AM-2. Second, the
list will form the basis of vour sampling frame. We encourage you
to obtain help from programming staff who will be able to write
short programs to produce the information needed in AM-2.

- Your target population comprises all the students who
were Pell Grant and/or Campus-based aid recipients and/or
were certified for a (subsidized) Federal Stafford Loan or
received a subsidized Direct Loan origination during the cur-
rent award vear, excluding summer-only recipients. Eligible
applicants who never received Pell Grant or Campus-based aid or
were calculated as ineligible for a Federal Stafford Loan or Direct
Loan should notr appear on the list. Make sure the list is up to
date. and ensure that no student who should be on the list is miss-

ing. Only students who actually received Pell Grant and/or Cam-
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pus-based aid and/or were certified Federal Stafford Loan appli-

cants or received a Direct Loan origination for the current award
year (excluding summer-only recipients) should appear on the list.

Worksheet AM-2 requires you to count the number of
students receiving Pell Grants in the current award year (excluding
summer-only recipients). Count each student once only and enter
the number under Item la. Please also include the total Pell Grant
dollars awarded to all Pell Grant recipients at your institution.

Count the number of students who received Campus-based
aid during the current award year (excluding summer-only recipi-
ents). Count each student once only and enter the number under
Item 1b. Count the student even if the student has already been
counted as a Pell Grant recipient. However, 1f a student received
aid from more than one Campus-based program. count the student
only once. This is what is meant by an unduplicated count of
Campus-based recipients.  Under Item 1b. include the total
Campus-based dollars awarded to all Campus-based recipients at
- ur institution.

Count the number of certified Federal (subsidized) Stafford
Loan applicants and/or students who received a (subsidized) Direct
Loan origination for the current award vear (excluding summer-
only recipients). Count cach student once only even if the student
received more than one certification or origination and enter the
number under Item Ic. Count the student even if the student has
already been counted as a Pell Grant and/or Campus-based recipi-
ent. You should count the student if the student was an eligible
Stafford Loan applicant and you processed the paperwork even if
the student did not actually receive any Stafford monies. (How-
ever. Federal Stafford Loan applicants who were certified as ineli-
gible for a Stafford loan should nor be counted). Under item lc.

include the total Federal Stafford Loan/Direct Loan dollars
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certified/originated for all eligible Federal Stafford Loan and Direct

Loan applicants.

Item 1d asks for an unduplicated count of Pell Grant, Cam-
pus-based aid recipients, and recipients of Direct Loan originations
and certified Stafford Loan applicants. This requires that each
student be counted only once even if the student received both Pell
Grant and Campus-based aid and was certified for a Federal
Stafford Loan or received a Direct Loan origination. The number
of students in this count must be the same as the number of stu-
dents appearing in your samgling frame (see Step 2).

Please note: The following sum {Item la + Item 1b + Item
I¢] will not give you an unduplicated count of Pell Grant, Campus-
based. and recipients of Direct Loan originations and certified
Federal Stafford Loan applicants.

In ltem le enter the date on which the counts were consid-
ered accurate.

Additional instructions for non-traditional enrollment
institutions: Institutions with non-traditional enrollment patterns
(i.e.. they continuously enroll students throughout the academic
year) must follow the instructions described in this section. How-
ever, because vou might to begin draw your QAP sample before
the actua! number of Pell Grant and/or Campus-based aid
recipients, and/or recipients of Direct Loan originations and cer-
tified Stafford Loan applicants are known, institutions with non-
traditional enroliments will have to base their counts on an estimate
of these numbers. Any such estimates should be based on the
previous vear's experience with adjustments for any anticipated
changes. Non-traditional enroliment institutions should use these
estimates to complete Items la through 1d on Worksheet AM-2

and write “estimate” after the entry. You should also complete
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‘ item le. and note the source(s) used to develop the estimates (e.g..

previous year's data).
Step 2. Establish the Sampling Frame

An accurate sampling frame is essential for drawing an equal
probability QAP sample. fo ensure accuracy, your sampling frame
must contain every member of your target recipient population. It
is extremely important that each recipient and/or applicant appears

only once in your sampling frame even if the student received two

or more sources of aid. Remember, to obtain a truly random QAP
sample. each student in the sampling frame must have the same
probability of being selected for the QAP sample. Do not allow a
student to appear in the list more than once. If a student receives
all three forms of Title IV aid, and appears three times on the list,
‘ two of these entries must be deleted before random numbers are
assigned. To facilitate the detection of duplicate entries, you may
want to sort your list alphabetically by last name or by social
security number.
Please do not rush into drawing your QAP sample. Time spent
carefully reviewing the information that appears in your sampling
frame will be well rewarded. Make sure that the names in the
sampling frame accurately represent your target population by

ensuring that:
% no student is missing,
% no student appears more than once, and
% the information is up to datc.
Also. confirm the counts entered into Worksheet AM-2 with

colleagues to ensure they “ring truc.” A problem caught ai this

0 stage will prevent much more effort being expended to correct it
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WORKSHEET AM-2
QAP SAMPLE SELECTION DATA FOR A SIMPLE RANDOM QAP SAMPLE

ITEM la. | Total number of students receiving Pell Grants.’
Total Pell Grant program (not QAP sample) dollars awarded.
b. | Total unduplicated number of students receiving aid under one or more of the
Campus-based programs.”
Total Campus-based program (not QAP sample) dollars awarded.
c. | Total unduplicated number of students certified/originated for (subsidized) Stafford
Loans/Direct Loans.’
Total subsidized Stafford Loan/Direct Loan program (not QAP sample) dollars
certified/originated.
d. | Total unduplicated number of students who received aid (total number of students
receiving Pell and/or Campus-based aid and/or certified/originated for a subsidized
Stafford Loan/Direct Loan for the current award year; not the sum of la, b and
¢)
e. | Date as of which counts are accurate.
ITEM 2a. | Minimum QAP sample size.
b. | Actual GAP sample size (if larger or if it includes entire population).
ITEM 3. | Sampling interval (1.d divided by 2.a or 2.b. eliminating the numbers after the
decimal point).
- ITEM 4. | Random seed (if applicabie).
ITEM 5. | Actual number of students drawn for the QAP sample.
ITEM 6a. | Source used for QAP sample selection (e.g., name of computer file or source of
manually maintained list).
b. | Datc as of which this list is accurate up-to-date, and complete.
ITEM 7. | Attach to this form a list ot students included in the QAP sample.

“Includes recipicents for the current award year. excluding any summer-only recipients.
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‘ later on in the QA process. An undetected problem within the
sampling frame may invalidate all the inferences you can draw

about your target population.
Step 3. Choose an Appropriate QAP Sample Size

Once you have established a thoroughly reliable sampling frame,
the next step in the QAP sampling procedure consists of selecting
an appropriate QAP sample size. Select the required minimum
QAP sample size for your institution from either Schedule A or

Schedule B (see page 30 for these two schedules) as follows:

()

< Institutions with a Title IV aid recipient popula-
tion of more than 800 should select the required
minimum QAP sample size from Schedule A: and

< Institutions with 800 or fewer Title 1V aid

recipients should select their required minimum
QAP sample size from Schedule B.

If you decide to use a larger QAP sample than the mini-
mum specified in Schedules A or B, it is important that you still
adhere to all the instructions discussed here for drawing the QAP
sample. These instructions are designed to ensure that the QAP
sample you draw is unbiased and that each member in the target
recipient population has an equal. and non-zero, probability of

~ selection. In addition, the required minimum QAP sample sizes in
Schedules A and B are based on an assumed response rate of 95
percent. To avoid bias. vou must collect documentation for at least
95 percent of the QAP sampled students, irrespective of whether
you selected the minimum QAP sample size or a larger QAP
sample.

When vou have determined your QAP sample size. based

‘ on the size of vour target recipicnt population. enter your minimum
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QAP sample size in Item 2a on Worksheet AM-2. If, based on

additional considerations, you have selected a QAP sample size
larger than the required minimum QAP sample size enter the actual
QAP sample size you are using in Item 2b.

Additional instructions for non-traditional enrollment
institutions: Institutions with non-traditional enrollment patterns
should follow all the instructions for Step 3 using their estimated

target recipient population (i.e., the number entered in Item Id on
Worksheet AM-2).

Step 4. Determine the Probability of Selection

Now that you know the QAP sample size you need, the next step
consists of determining the probability that any individual student
in your sampling frame will be selected. This probability is calied
the probability of selection and may be used in conjunction with a
random number generator (see Step 6). It is computed by dividing
your QAP sample size (the larger of item 2a or 2b in Worksheet
AM-2) by the number of students in your target recipient popula-
tion (as reported in item 1d on Worksheet AM-2). The arithmetic
division you perform will generate a number or quotient that is less
than 1. Carry the number of decimal places to one more place than
you have numerals in your target recipient population. For exam-
ple, if you have 5,000 recipients (which has four numerals) carry
the number of decimal places in the quotient to five decimal places.
When you have calculated the probability of selection for your

institution, enter the quotient in item 3 on Worksheet AM-2.
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Example: The targes recipient population for your institution is 1,750. You have determined that
the required minimum QAP sample size for your target recipient population is 234. To obtain the prob-
abllity of selection, divide your QAP sampie size (234) by your target recipient population (1,750} and
cany the quotient to five decimail places (i.e.. one more than the number of numerals in your target
population). This gives a probability of selection of 0.13371. Later, in "Drawing Your QAP Sample”
(Step 7). you will select for your QAP sample every member of your target recipient poputation who
has an assigned random number of 0.13371 or less: there will be 234 such persons.

Additional instructions for non-traditional enrollment
institutions: Institutions with non-traditional enrollment patterns
should also follow these instructions except, to obtain their proba-
bility of selection, they should divide their QAP sample size by
their estimated target population (i.e., the number entered in Item

1d on Worksheet AM-2).
Step 5. Specify a Random Seed

Most random number generators found in statistical software
packages such as SAS, SPSS, or similar products, require the user
to specify a random seed. This seed will be used by a random
number generator in statistical software (such as RANUNI in SAS)
to generate a unique number between zero and one for each student
in your sampling frame. The random seed can be any positive
integer less than 2,147.483,647. Do not allow the computer to
assign the seed (e.g., by using a computer clock observation)
otherwise a different set of random numbers will be generated each
time the function is used. For any numeric seed value, the
RANUNI function returns a number generated from the uniform
distribution on the interval (0.1).

You must record the random seed you use in Item 4 on
Worksheet AM-2, and in a computer file, so that your QAP sample
can be replicated if necessary. This information would be impor-

tant if vour sampling procedures are audited.
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EXHIBIT 3-2
REQUIRED MINIMUM QAP SAMPLE SIZES 0

QAP SAMPLE SIZES FOR INSTITUTIONS WITH
MORE THAN 800 TITLE IV AID RECIPIENTS

SCHEDULE A
Size of the Required Minimum
Target Population QAP Sample Size
801-900 206
@01-1000 210
1001-2000 234
2001-3000 243
3001-4000 248
4001-5000 250
5001-6000 253
6001-70C0 254
7001-8000 255
8001-9000 256
9001-10000 263
10000+ 263
MANAGEMENT QAP SAMPLE SIZES FOR ‘

INSTITUTIONS WITH 800 OR FEWER
TITLE IV AID RECIPIENTS

SCHEDULE B
Size of the Required
Target Popuiation Minimum
QAP Sample Size

1-50 36
51-100 54
101-150 66
151-200 73
201-250 79
251-300 83
301-350 86
351-400 89
401-500 Q2
501-600 95
601-700 97
701-800 99
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Step 6. Assign Random Numbers to
All Students in the Sampling Frame

Random number generator functions are found in statistical soft-
ware packages such as SAS, SPSS, and spreadsheet software such
as Lotus 1-2-3 or Quattro Pro. These, or similar products, should
be used to assign a unique random number to =ach student in your
sampling frame at the time of sampling. To fully document all the
steps you have taken to draw your QAP sample, you may want to
create another field in your sampling frame data base in order to
save these numbers.

Our instructions for assigning random numbers differ,
depending on whether you use statistical or spreadsheet software.
Irrespective of the software you select, be sure to follow the de-
tailed instructions provided in the software's User's Manual. The
instructions provided here are only intended to illustrate how to
approach assigning random numbers.

The short SAS program illustrated below shows how ran-
dom numbers may be generated using the RANUNI function in
SAS on a PC computer. This procedure will enable you to select

an exact-sized simple random QAP sample:

DATA QAP SAMPLE
RETAIN K 230 N 1750
DROP N K

SET IN1.sasdatasetname
N=N-1

IF RANUNI (1)K/N

K=K-1

NOoOOhLN =

In the above example, the user defined QAP sample size
(K) is 230. and the user defined target recipient population (N) is

1750. The number in parentheses after RANUNI (i.e., (1)) is a
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random seed specified by the user. The input file's name is “sasda-
tasetname.”

Spreadsheet software. such as Lotus 1-2-3 or Quattro Pro,
also usually contains a built-in function (e.g.. the @RAND func-
tion) that will generate random numbers between O and ! (with up
to 17 decimal places). However, this type of software uses the
computer clock to generate the random seed, which means the
@RAND function will display a different value between O and !
each time the spreadsheet is recalculated. But, because spread-
sheets containing many records (rows) are unwieldy, using a
spreadsheet random number generator is really only practical if the
size of your target population is relatively small.

If you wish to use a spreadsheet to assign random numbers,
the function specified below will produce random whole numbers,
in either Lotus 1-2-3 or Quattro Pro, between | and 1750 (i.e., the

size of the target population in our example).

@INT(@RAND*I750) + |

Of course. you will use the size of your actual target
population instcad of the figure of 1750 used in this example.
Create 4 new column in your spreadsheet data base, and copy this
function into each cell. When you do so, a random whole number
between 1 and 1750 (or the size of the target population you
specified) will be assigned to each student record (row) in the
spreadsheet. Immediately convert the numbers generated by the
@RAND function in this new column to a fixed value (check the
User's Manual on how to do this). and then save the spreadsheet.

Additional instructions for non-traditional enrollment

institutions:  Institutions with non-traditional enrollment patterns
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should follow the instructions for Step 6. except that students who
were included in prior QAP samples must not be assigned new
random numbers. Random numbers should be assigned only to
new students that were added to the sampling frame after the last

QAP sample was drawn.
Step 7. Draw Your QAP Sample

In practice, Steps 6 and 7 are often performed as one operation.
The random number generator in a statistical software package
(e.g., SAS) will assign a unique random number between O and 1
to each student in your sampling frame. The students in your QAP
sample will consist of all those students who have been assigned
a random number less than or equal to the probabiiity of selection
(Item 3 on Worksheet AM-2).

If you use a spreadsheet random number generator, such as
@RAND. the students in your sample will consist of all those
students who were assigned « whole number less than or equal to
your selected sample sice. For example, in our illustration, students
were randomly assigned whole numbers from 1 to .1750. The
minimum required sample size for this target population size is 234
(i.e., our selected sample size). Therefore, all students in the
spreadsheet with an assigned number less than or equal to 234
should be included in the sample.

Whichever approach you' use (i.e., statistical or spreadsheet)
to assign random numbers, vou should create a new electronic file
consisting of the selected students and also print these cases in hard
copy.

Enter the actual number of students drawn into the QAP
sample in Item 5 on Worksheet AM-2. Tt is possible that the QAP

sample you draw will be slightly above or below the required
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minimum QAP sample size stipulated in Schedules A or B. How-

ever, you must accept the result of this random and unbiased
process. As an additional quality control check, we recommend
that you try replicating your QAP sample by repeating Steps 6 and
7.

You must maintain a list of the students in your QAP
sample. Retain this list, attached to the completed Worksheet AM-
2, in your master QAP file. Also, do not forget to update Work-
sheet AM-1 when you complete this activity.

Additional instructions for non-traditional enrollment
institutions:  Institutions with non-traditional enrollment patterns
must follow the instructions for Step 7 for each new group of
eligible students until all QAP samples for each enroliment period
have been drawn.

Two examples of drawing QAP samples in different situa-
tions are provided below to illustrate how Steps 6 and 7 might be

performed in practice.

Example 1: In this example a single QAP sample is drawn in the fall using a simple random QAP
sample. The sampling frame is a computer file of student records. The computer file also contains
records of students who did not receive Pell Grants, Campus-based. aid, Federa! Direct Student Loans
or Federal Stafford Loan certifications. A computer program should be written to ldentify the reciplents
of Pell Grants, Campus-based aid. Federal Direct Student Loans or Federal Stafford Loan certifications.
Read these records into a new file that ignores the non-recipients. Check the new file to ensure that
each student appears only on 2. Determine the probability of selection (divide your QAP sample size
by the number of students in your sampling frame). Using the random number function in SAS, SPSS, or
another similar statistical software package. specify the random seed. the QAP sample size, and the
number of students in the sampling frame. and generate random numbers between zero and one for
each record In the file. Select as your QAP sample all records in the file that were assigned a random
number less than or equal to the probability of selection. Finally, create a separate file for the QAP
sampled students and generate a printed output of all the cases.
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Example 2: In this example, involving an institution with non-traditional enroliment, the institution
estimates that In the current award year they will have 2,400 recipients. Based on this size popuiation,
the minimum QAP sample size is 243, giving a probabllity of selection of 0.1. In the first enroliment

riod 1,200 students receive Peil Grants, Campus-based ald, Federatl Direct Student Loans, or Federal

afford Loan certifications. Based on the previously determined probability of selection (0.1). an initial
QAP sample of 120 recipients should be drawn (i.e.. 1,200 multipiied by 0.1). These should be drawn as
described In Example 1. Assume that in the second enroliment period there were an adgditional 1,000
ald recipients. The original probabillity of selection must be maintained in the second QAP sample, so
100 students are drawn from the second sampling frame (i.e.. 1,000 muitiplied by 0.1) as described in
Example 1. Now assume that 500 of the students who enrolied in the third enroliment period received
ald. This means that our original estimate of 2,400 recipients turned out to be wrong, because uit-
mately 2,700 students received aid. However. you continue to apply the original probabliity of selec-
tion (0.1) to the third sampling frame, so an additionai 50 student ald recipients are selected. Your
final (actual) QAP sample size was 270, which is weil above the required minimum QAP sample size
because you underestimated the actual number of aid recipients. The most important point this ex-
ampile lllustrates Is that non-traditional enroliment Institutions must malntain and apply thelr original
probabillity of selection (based on thelr eartier estimate of aid recipients) throughout each enroliment
pericd, even if this will lead to an actual QAP sample size that is larger (or smalier) than the required
minimum size QAP sample for the final number of aid recipients.

Step 8. Cerlify Your QAP Sample

"The sampling task is so critical to the QAP methodology, that
institutions must have their QAP sample certified by an impartial
third party, who will certify that all the important procedures - |
discussed above were followed completely. Remember, all the
sampling procedures discus§ed above are designed to protect the
integrity of the QAP sample and thereby provide measurable confi-
dence in all the QA Readings that are based on these QAP sam-
ples.

The QAP Sample Certification Worksheet AM-2a should be
completed by a third party as the sampling procedures are applied.
The person who is asked to complete Worksheet AM-2a should be
familiar with the QAP sampling procedures and should understand
how the financial aid office works. The following list provides
examples of officials who might be appropriate to certify that the

QAP sampling procedures have been applied properly:

s bursar,
< computer center manager,

% student financial aid director. and
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<,

+ internal auditor.

Worksheet AM-2a requests the certifying official to verify
that: the appropriate minimum QAP sample size was drawn; the
QAP sample broadly reflects the composition of the target recipient
population; and that the process of selection was random and
unbiased (i.e., each recipient had an equal probability of selection).
File your completed Worksheet AM-2a with your completed AM-2.
Update Worksheet AM-1: Schedule of Activities for the Annual

Measurement Task when you have completed this activity.

ActviTy THREE: COLLECT DOCUMENTATION
FROM QAP SAMPLE OF TiTLE IV STUDENT
AID RECIPIENTS

Once you have selected your QAP sample of students, the next activ-
ity is to collect information needed to make comparisons and measure
data accuracy. There are several worksheets included in this activity.
The information that you will collect from your QAP sample will be
compared against information you used to determine the student’s
most recent award/certification.” Thi§ comparison will identify
whether or not there are deficiencies in your normal operating or
delivery system procedures and if they require implementation of
quality improvements. The information can help you determine if
changes should be made in your institutional verification program

or to the services you provide to your students.

2195

* Most recent award is defined as the amount o aid awarded/certified to the student prior to making any
s qustments based on documentation collected for the QAP sample.
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WORKSHEET AM-2a
QAP SAMPLE CERTIFICATION WORKSHEET

Certification Area One: Sampling Frame

1.  Does the sampling frame include:

A) Recipients of need-based, subsidized Title IV student financial aid? 3 Yes U No
B) Recipients of Federal Pell Grants and Campus-based aid, students Q Yes U No
certified subsidized Stafford Loans, and recipients of subsidized Direct Loan
originations? |
Name of Person Certifying QAP Coordinator Date
Certification Area Two: QAP Sample Size
1.  What is the appropriate minimum QAP sample size?
2.  What is the actual QAP sample size?
Name of Person Certifying QAP Coordinator Date
Certification Area Three: Random QAP Sample Selection
1.  Was the random QAP sample:
A) Correctly selected from the correct QAP sample frame? < Yes J No
B) Calculate with the correct probability of selection the correct J Yes dJd No
target population size and sample size?
2. Does the QAP sample broadly reflect the composition of the target U Yes Q No
recipient population?
Name of Person Certifying QAP Coordinator Date
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PURPOSE OF DOCUMENTATION COLLECTION

The purpose of collecting documentation for the QAP sample is
to obtain information concerning the accuracy of awards/certifi-
cations/originations made to students at your institution, and to
assess the effectiveness of your institutional controls and proce-
dures. For each student in your QAP sample, you will request the
student to provide information to verify the accuracy of the data
used to determine the student’s most recent award/certifi-
cation/origination. Additionally, institutions are also required to
verify that certain institution-specific data items (e.g.. FAT, SAP,
COA) an2 disbursements were correct when determining the stu-

dent's most recent award/certification/origination.

QAP SOFTWARE CALCULATES QA READINGS

After collecting all the required documentation for 7 student-re-
ported data items, and 9 institutional data items, you will enter the
information into the QAP Software. The QAP Software will
calculate QA Readings based on the QA Program methodology.

The QA Readings are management data used to:

% Develop your institutional verification program
(1.c.. determine your population and/or data items
on which to focus);

< Implement quality improvements to address sig-
nificant QA Readings; and

< Improve services to students.

ED provides the participating institutions with the QAP
Software and a Users Manual and Software Output Interpretation
Guide. The QAP Software compares most recent awards to infor-

mation provided by students in the QAP sample and calculates QA
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Readings on a case-by-case basis and on a summary level as well.

In addition, institutions have the ability to conduct analyses on the
data by using the Reports function of the QAP Software, and other

statistical analysis techniques that are explained later in this chap-
ter.

REQUIRED DOCUMENTATION ITEMS

The QA Program methodology requires institutions to collect the
following information from the students selected for the QAP
sample. The following 7 student-reported data items must be
verified for the QAP sampled students.

STUDENT-REPORTED DATA ITEMS

Dependent
Dependent Student's Independent

Student - Parent Student
1. AGI AG! AGI
2. US. Taxes Paid U.S. Taxes Paid U.S. Taxes Paid
3. Untaxed Income Untaxed income Untaxed Income
4, Number in Househoid* Number in Household*
5. Number In College* Number in College*
6. Title IV Income Title IV Income Title IV Income

Exclusion Exclusion Exciusion

7. independency Status

Additionally, institutions must verify the following information that
is maintained at the institution and/or in the student’s financial aid

file. There are 9 institutional items to be verified:

These items are time sensitive. Time sensitive means there is an appropriate timeframe in which to collect
the necessary documentation or to ensure that the documentation is present in the student’s file. For items marked
time sensitive you should use the current value of that item. If the item is not time sensitive, you should use the

most recent value.
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Insfitutional Data tem Source

1. Statement of Educational  Maintained in student s official

Purpose/Certification financial aid file
Statement on Re-
fund/Default
2. Satisfactoty Academic Maintained in student s officlal
Progress* financlal aid file, SAP Policy is

3. Selective Service US Department of Education SSCS
Compliance Statement Tape Match

4. Financial Ald Transcript Maintained In student’s officiat
financial aid file

5. Cost of Attendance* Budgets maintained by institution

6. Enrollment Status* information maintained by institution

7. Other Aid/Resources* Information maintained by institution

8.

Title IV Refund Required Information maintained by institution

9.  Amount of Aid Disbursed Information maintained by institution

dstermined by institution

DOCUMENTATION COLLECTION

Documentation collection consists of the following five Steps:

Complete Worksheet AM-3: QAP Sample Documentation
Collection Plan;

Review and Complete Worksheet AM-3a: Standard
Documentation and Timing Guidelines for Verifying
Student Reported and Institutional Data Items;

Review Cost of Attendance and Student Budgets, and
Recalculate if Needed;

Prepare Information Requesting Documentation From QAP
Sampled Students; and

Conduct Follow-up With Non-respondents Until a 95
Percent Response Rate is Achieved.

These steps are described below.

These items are time sensitive. Time sensitive means there is an appropriate timeframe in which to collect
the necessary documentation or to ensure that the documentation is present in the student’s file. For items marked
time sensitive you should use the current value of that item.

most recent value.

CHAPTER THREE: ANNUAL MEASUREMENT TASK

Y A
‘e o/

It the item is not time sensitive, you should use the



0 Step 1: Complote Worksheet AM-3:
QAP Sample Documentation Coliection Pian

You and your team will develop a plan for collecting documentation
from the students selected for the QAP sample. You will need to
decide how you will contact the students, to whom the students need
to respond, and what consequences students may faée, should they fail
to comply. Worksheet AM-3 (page 41) has been designed for you to
document the procedures you will use to collect the required docu-
mentation from students at your institution. Remember, you must
initiate this activity by no later than November 15 as specified on
Worksheet AM-1: Schedule of Activities for the Annual Measurement
Task. A substantial amount of planning should be done prior to

selecting the QAP sample to enable you to distribute requests for

: S : A
Help 1s avalable, Contact your QAP documentation immediately after the QAP

‘ colleagues for copies of successful and sample is selected. You must make a rea-
effective documentation collection letters, .
forms, and_ information. sonable effort to collect all documentation

from 100 percent of your QAP sampled
students. Please remember that data items for which you are consis-
tently unable to collect documentation may bias your measurement
results. For example, if a large number of students did not provide
verifying documentation for number in college, you will be unable to
determine if it is a vulnerable item at your institution. Therefore, you
must conduct several follow-ups with non-respondents in an effort to
collect all documentation for all QAP sampled students.

QAP sample sizes have been adjusted to compensate for non-
response. If at least 95 percent of your QAP sampled students have
documentation for all 9 institutional items and documentation for no
fewer than 4 student-reported items and you cannot complete docu-
mentation collection within a reasonable amount of time, then you

‘ may consider your documentation collection complete. Listed below
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‘ are examples of how QAP institutions have encouraged students to -

respond to requests for documentation for the QA Program:

KD

% Provide QAP sampled students with a dedicated
phone number to use in the event they have
questions concerning the QA Program and/or the
information they are requested to submit;

KD

% Do not require QAP sampled students to wait in line
at the financia! aid office. They are issued “Front of
the Line” passes to make the process of submitting
their information less burdensome;

9

% Conduct workshops for QAP sampled students to
explain the QA Program and answer questions stu-
dents may have about why they need to submit
information; and

< Inform QAP sampled students that additional aid
disbursements will be placed on hold or canceled if
they fail to comply with the request for information.

O You have the responsibility to inform the students selected for
the QAP sample that they have been randomly selected for the QA
Program and that they are required to provide information to verify
the accuracy of their Title [V awards/certifications/originations. You
will design procedures to collect documentation directly from the
student, parent, or various agencies. These procedures are likely to be
very similar to those you have used for regular verification, and may
include:

K2

% Sending a written request to the student, parent, or
agency,

% Contacting the student, parent, or agency by tele-

phone;

< Setting up an appointment with the student, parent,
or agency,

QA WORKBOOK *- 1995-1996




K2
L4

Contacting the student while he or she is on cam-
pus; or

9,

% Requiring the student to submit the documentation
prior to receiving additional aid disbursements.

These procedures are suited specifically to collect documenta-
tion for the student-reported data items. Some information may be
already available in the student's original file. For example, if you
collect tax returns for all applicants you will already have the docu-
mentation needed to verify the incorﬁe-related student data items. In
those cases, you need not recollect documentation for these data items.
However, some student-reported data items and some institutional
items are considered “time sensitive.” Time sensitive items require
verification at specifically prescribed points in time. Each student-
reported data item as well as institutional data items are identified on
Worksheet AM-3a along with the timing guidelines that correspond to
each item.

You will need to review the student's original file, your needs
analysis system, and information from other institutional offices to
verify those items listed as institutional data items.

Complete Worksheet AM-3 by briefly describing the proce-
dures you will use to request documentation from QAP sampled
students and how you will verify institutional data items. Next,
specify the team member or staff member responsible for each activ-
ity. Finally, note the date the activity was completed. You may also
want to record the response rate after the initial contact with the
students, and then after subsequent follow-up requests. Do not forget
to record the completion date for this activity on Worksheet AM-1:
Schedule of Activities for the Annual Measurement Task. Place a

copy of Worksheet AM-3 in your master QAP file.

" CHAPTtR THREE: ANNUAL MEASUREMENT TASK




‘ Stop 2: Reviow and Complete Worksheet AM-3a: Standard
Documentation and Timing Guidelines for Verifying Student
Reported and Institutional Data Items

Worksheet AM-3a serves the following purposes:
% It lists all of the student and institutional data items;

J

< It provides standard and alternative sources of docu-

mentation that you collect from students in the QAP
sample;

)

% It provides timing guidelines for each student-re-
ported and institutional data item; and

J

< It documents the source of original information for
each student-reported and institutional data item.

Worksheet AM-3a should be reviewed and completed prior to

contacting the students selected for your QAP sample.

‘ Standard and Altemate Documentation

Worksheet AM-3a lists sources of standard and acceptable
alternate documentation for each of the seven student-reported data
items and nine institutional data items. These standards are necessary
to produce data that are valid, reliable, and useful to institutions, and
findings that are comparable across institutions and which can be
aggregated for meaningful program level QA Readings. Without such
standards, the documentation collected would result in greater burden
to institutions that collected documentation more difficult to obtain and
requiring more foliow-up. The type and amount of QA Readings
calculated in the annual measurement process will be, in part, a func-
tion of the types of documents collected (i.e.. the most reliable docu-
mentation will likely result in the most accurate — possibly higher —

QA Readings).
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Step 3: Review Cost of Attendance and Student
Budgets and Recalculate if Needed
A critical step in measuring the accuracy of student awards at your
institution is to verify your institution’s costs of attendance (COA)
calculations. Review each type of budget for each program, and
carefully check the COAs to ensure they are correct. Usually there
are multiple budgets for each aid program at an institution.
Multiple budgets are necessary due to out-of-state tuition charges,
clock hours greater or lesser than the academic year, gradu-
ate/professional program costs versus undergraduate program costs,
special circumstances (e.g., correspondence or study-abroad
students), or use of actual rather than average costs. Each budget
should be reviewed for accuracy and recalculated if there are
circumstances that have caused changes in the COA. Refer to the
‘ Federal Student Financial Aid Handbook published by ED's
Student Financial Assistance Programs. for detailed instructions on
constructing correct COAs.

Place copies of each type of budget for each program in
your master QAP file. You will need copies of this information
when you begin to complete Activity AM-4 (Verify Data and
Calculate QA Readings) to verify that the correct COA was used
for each QAP sampled student.

When vou complete this activity, remember to enter the
completion date on Worksheet AM-1: Schedule of Activities for
the Annual Measurement Task.

Worksheet AM-3a  also lists possible sources of

documentation for institutional data items. You must use the
sources of standard documentation listed in Worksheet AM-3a to
‘ compare with information used to determinc the student's most

recent award. You must ask QAP sampled students to provide this
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information to verify the accuracy of the student's most recent

award’ and to determine the effectiveness and accuracy of your
operating policies and procedures. For some items and some
students, standard documentation (i.e., the source likely to be most
accurate) may not be available. For those cases you will use
alternate documentation. You should strive to collect standard
documentation for student- reported data items; however, you may
collect alternate documentation for up to 10 percent of your QAP
sample. Please note that a few of the student-reported data items
do not have alternate documentation (e.g., Number in Household,
Number in College, and Untaxed Income). Therefore you are
required to collect the standard documentation from all students in
the QAP sample for those data items. Please review Worksheet
AM-3a thoroughly before developing documentation request forms.
The documentation standards developed for the QA Program are
based on verification guidelines in ED's 1995-96 Verification
Guide and The Financial Aid Administrator’s Handbook. 1t is
important to note, however, that the QA Program requires
institutions to go beyond the basic requirements of federally
mandated verification. In some cases, the QA Program
methodology is more prescriptive than the procedures described in
the Verification Guide, specifically regarding timing and updating
requirements. The following example is provided to draw compar-
isons between Title IV verification requirements and requirements

for the QA Program:

261

"Most recent award is defined as the amount of aid awarded/certified/originated to the student prior to
making any adjustments from documentation collected from the Quality Assurance Program sample.
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TITLE {V VERIFICATION REQUIREMENTS AND QA PROGRAM VERIFICATION REQUIREMENTS®

Titie IV Verificotion Requlrements. Beginning with the 1995-96 award year, Title IV applicants are
no longer required fo sign updating statements at the time they submit SARs or other documents to
their institution. Please note that this change does not impact the provision requiring applicants fo
update application information If there is a change in household size, a change In the number of
household members attending postsecondary educdational institutions, or a change In dependency
status, uniess those changes resuit from a change in the appilicant's marital status.

Quality Assurance Program Requirements. For purposes of the Quality Assurance Program, you
must follow the guidslines for verifying a student’s household size and number enrolled in post-
secondary education according to the timing guidelines on Worksheet AM-3a: Standard
¥ Documentation and Timing Guidelines for Verifying Student-Reported and Institutional Data items.
Although a student’s household size and the number enrolled in postsecondary education may have
been verifled or updated previously. the QA Program methodology Is taking a “snapshot” of the
student’s most recent award at a specified point in time o determine whether there are weaknesses
in your institution s ald delivery procedures or in the federal delivery system tiself. Therefore, timing
guldelines have been deveioned specifically for the QA Program. You should refer to the Himing
guldelines on Worksheet AM-3a for specific dates when you can verify student-reported and
Institutional data items that are time sensitive.

Time Sensitive Student-Reported and
Institutional Data liems

‘ For QA Program purposes there are student-reported and
institutional data items that are considered rime sensitive. This
refers to the appropriate time to collect the necessary
documentation or to check that the documentation is present in the
student's file. As stated previously. not all student-reported or
institutional data items that you will verify for students in your
QAP sample are time sensitive. Listed below are student-reported
and institutional data items considered to be time sensitive for the
QA Program. Worksheet AM-3a provides a comprehensive listing
of each data item, timing guidelines for each student category, as

well as sources of standard and alternate documentation.

*QA Program Verification reters to the collection of data from the sample of students selected for the QA
Program. Specific student-reported and institutional data items are verified tor the QAP sample, and are based on
specific timing guidelines. Thesc data are compared to information used to determine the sampled students’ most
recent awards.
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TIME SENSITIVE DATA ITEMS

institutional Data tems Student-Reported Data items
Cost of Attendance Household Size
Amount of Aid Disbursed Number in College

Other Aid/Resources
Satisfactory Academic
Progress

Enrollment Status

Titte IV Refund

Statement of Educational
Purpose

Financial Aid Transcript

Now that you have reviewed Worksheet AM-3a, you should
discuss the worksheet with your QAP team to identify the
documents you will need to request from students, the timing
guidelines for verifying the information, whether alternate
documentation is allowable, whether the institution has already
collected this information, and where it is located.

On Worksheet AM-3a, the last column “Where is the
Information Located at the Institution?” provides an opportunity for
you to record where the information is located. For student-
reported data items, it will probably be in the student’s file;
however there may be other sources as well. For institutional data
items, information may be maintained in several different areas, or
in several different offices. By documenting the location of
information, you and your QA team will be able to obtain
information quickly, better organize the documentation collection
process, and most importantly, eliminate the need to ask students
and other offices for information that is already in the student’s file
or in the financial aid office. (For example, copies of tax returns,
signed statements, and other information collected for institutional

verification).

" CHAPTER THREE: ANNUAL MEASUREMENT TASK
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When you have identified the location and source of
verifying documentation for each student-reported and institutional
data item, enter the information on Worksheet AM-3a. Make sure
to place a copy of Worksheet AM-3a in your QAP file, and
provide copies to your QAP team. This table will be an essent.al
part of Step Four: Prepare Information Requesting Documentation

from QAP Sampled Students.

Step 4: Prepare Information Requesting
Documentation from QAP Sampled Students

You and your QAP team will develop letters and forms to request
information from QAP sampled students. The documents you send
to students will have a direct impact on the response rate for the
‘ entire QAP sample. Therefore, it is essential that your requests be
clear, that you specify what action you want taken and the deadline
(and any sanctions for not submitting the information), and that you
describe the procedures involved for submitting information.
Additionally, institutions have found it helpful for students to be
aware of and understand the QA Program and how they were
selected to participate. It is a good idea to alert students up front
that if there are changes in eligibility due to the information they
have been asked to submit, adjustments will be made accordingly.
As mentioned previously. help is available. Successful
documentation letters and forms have been developed by your
colleagues. You are encouraged to contact other institutions and
ask them for copies of their useful documents. The sharing of
information among colleagues in the QA Program has helped to

reduce the burden associated with developing documentation forms

QA WORKBOOK * 1995-1996

264




and letters. Do not reinvent the wheel; ask a colleague at another
QAP institution.

Once you have your forms and letters developed, it is best
to determine the procedures for contacting students, tracking the

information that students submit, and storing the information.

Contacting Students

Before sending out initial documentation collection requests, you
and your QAP team should review the list of students selected for
the QA Program and determine what additional information you
will need from each student. Therefore, it 1s very important to

review each student’s file prior to sending out requests for

Remember, you do not have 1o ask the documentation. Once you have made a

student and/parents to submit information determination of the required
that is already present in the student’s , i )
file, (with the exception of time sensitive documentation each student must submit,

student reported data ftems). proceed with contacting the student. A

majority of institutions in the QA Program send QAP
documentation information requests to the student at his or her
campus address. Some institutions also send a separate mailing to
parents of dependent students — alerting them that the student
must submit documentation. In adaition to contacting students by
mail, some QAP institutions have used more personal approaches

for working with students. For example:

At Northern Arizona University, the QAP team conducts a series of QAP
workshops. The purpose of the workshops is to meet with students chusen
for the QAP sample and to explain what the QA Program is, why the student
was selected, what documents are needed from them, the deadline to turn
in documents, hand out materials (e.g., QAP packets) and to answer
questions. This approach enables staff to meet with several students in a
short time period. The workshops are conducted in October, shortly after
the QAP sample is drawn.

" CHAPTER THREE: ANNUAL MEASUREMENT TASK
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You and your team determine the most effective approach
for contacting your QAP sampled students. Be clear, be firm, be
consistent, and follow through. Again, draw on the experience of

your colleagues, and ask for suggestions and/or recommendations

for successful approaches.
Document Tracking Procedures

Before students begin to submit information, have your procedures
in place to log/track the documentation. Many aid offices have
automated tracking systems that can be used to track collection of
QAP documentation. Both students and financial aid office staff

need to know where the information should be submitted and who

is responsible for tracking the information once it is received.
‘ Some institutions instruct students to Again,  although
submit information directly to 2 QAP team  procedures vary across
member. The QAP team member meets o o
with the student in person, checks overthe  institutions, it is extremely
information for completeness and accu-
racy, and if all the required information is
present, thanks the student personally for ~ to implement a document
their cooperation. This process aliows the
student to meet with a “real” person and
reduces the number of follow-up reguests Program information.

the institution might have to send to the . .
student. Having a system in place

important to develop and

tracking system for QA

will assist you in obtaining
the required 95 percent response rate and also enable you to easily
identify those students who require follow-up and/or other
administrative actions. The following is an example of an

institution's documentation tracking system:
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Washington State University has a bar coding system that tracks all Incoming and outgoing information
from the financlal aid office. Bar codes are placed on QAP documents that are sent to the QAP
sampled students. When the student returns the information, the bar code is scanned and the
inforrnation is the placed on the tracking system. The bar coding system enables the Institution to
automatically generate foliow-up letters based on the information that has been tracked with bar
codes, and to determine when a student has submitted all the required information. When a QAP file
is complete, the tracking system generates a thank you letter to each QAP student.

Maintaining QAP Documentation

Once you receive QAP information from students and it has been
logged/tracked according to procedures you and your QAP team
have developed. the next step is to decide where the information
will be maintained. In the past, QAP institutions were required to
establish separate shadow files or QAP files specifically for this
information. However. shadow files are now optional since many
institutions are moving toward electronic database systems to
reduce the amount of paper maintained in student files. Therefore,
requiring institutions to establish separate student files for QAP
information may be counter-productive to this process. QAP
institutions arc required to keep QAP information in the student’s
official financial aid file. or if your office uses image processing,
documents can be scanned and stored on optical disk. The key
element is to maintain an appropriate audit trail of all QAP
information for students in your QAP sample. You will need this
information readily available when you begin to complete the next
activity: Verify Data and Calculate QA Readings. The data you
collect from students in the QAP sample as well as institutional
data maintained in the student’s file will be used to complete
Worksheet AM-4. In addition, this information will be reviewed
during a QA Program site visit. Therefore, it is essential that you
maintain appropriate documentation so that both QAP information

and Title IV information is readily accessible and auditable.
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Data Integrity in Documentation Collection

It is important to maintain integrity in documentation collection
procedures to ensure that data collected from students in the QAP
sample are treated the same as data collected from all other
financial aid recipients. The procedures you develop to collect
QAP documentation should ensure that QAP sampled cases are not
treated differently than non-QAP cases in normal aid processing.
In addition, institutions must ensure that errors identified in QAP
data items that change a student’s most recent award and/or result

in a regulatory error, are corrected after documentation collection.

QAP institutions are not exempt from the Title IV requirement that
instructs institutions to make changes to a student’s award due to
conflicting information and/or updated information. In doing so,
0 you will ensure equity, integrity, and proper stewardship of Title

IV, state, and institutional student financial aid.

Step 5: Conduct Follow-up with Non-Respondents
Until a 95 Percent Response Rate Is Achieved

As stated previously, you must make every reasonable effort to
obtain a 95 percent response rate from students in your QAP
sample. In order to make management decisions about your
financial aid population, you will need to have a high response rate

to determine whether the QA Readings calculated for your QAP

sample are random occurrences or accurate estimates of areas
requiring quality improvemenis. Please remember that data items
for which you are consistently unable to collect documentation may
bias your measurement results. Many institutions are quite

‘ successful at obtaining a nigh response rate if they communicate
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clearly to students the purpose of the Program, why they were
selected, what the student must do, and what the consequences are
for not complying with requests for information. There are many
approaches that you can take to follow-up with non-respondents.
Some institutions send a series of follow-up letters to non-
respondents. Other institutions call the student to remind them to
submit the information. Again, draw on the experience of your
QAP colleagues by incorporating their successful practices into
your own QA Program. The QA Program does allow for a 5
percent non-response rate. After numerous unsuccessful attempts
to collect documentation from several students in your QAP
sample, you can count them as part of your institution's non-
response rate. A high response rate will increase the reliability of

your data.
What Do You Do With the Data?

Once you have collected, tracked, and filed your data, you are now
prepared to move on to the next activity in the Annual
Measurement Task — Activity Four: Verify Data and Calculate

QA Readings.

ACTIVITY FOUR: VERIFY DATA AND |
CALCULATE QA READINGS

In this activity you will compare the data collected from studernt.
in your QAP sample and with data that were used to determine the
student’s most recent award. This comparison will help you
identify any differences between the two values, and whether the

differences have an impact on the student's need and/or eligibility.

CHAPTER THREE: ANNUAL MEASUREMENT TASK
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There are two tools that assist you with this activity: Worksheet
AM-4: QAP Software Data Entry Form and the QAP Software.

Both of these tools are explained in the following sections.

WORKSHEET AM-4 AND
QAP SOFTWARE

The first tool, Workshéet AM-4: QAP Software Data Entry Form
is a document orr which you record the information collected for
each student in the QAP sample. When all the required
documentation for a QAP sampled student has been collected,
complete Worksheet AM-4. This worksheet organizes your data to
enter into the QAP Software. .

The second tool is the QAP Software. The QAP Software
measures student, institutional, and summary data to identify
differences between data used to determine a student’s most recent
award, and data collected for QAP purposes. If there are differ-
ences, the QAP Software will calculate QA Readings for the QAP
sampled students. The data from the Annual Measurement Task
will provide you with estimates of payment and certification QA
Readings at your institution. You will use these data to determine
whether quality improvements are needed to change verification
procedures, improve service(s) to students, improve delivery of
Title IV aid, or ensure proper stewardship of federal monies.

Within the activity, there are three steps:

1. Verify Data for Each QAP Sampled Student:

2. Complete Worksheet AM-4 for Each QAP Sampled
Student; and

3. Data Entry and Calculation of QA Readings for the
QAP Sample.

QA WORKBOOK * 1995-1996




/ WORKSHEET AM-4: QAP Software Data Entry Form \
FOR QA PROGRAM YEAR 1995 TO 1996

Page 1 of 8 ’

Case #: Certification#: 1 2 3
SSN: - - YearinSchool: 1 2 3 4 5 6 7 8 9 10
Name:

Last First MI

MOST RECENT AWARDS/CERTIFICATIONS/ORIGINATIONS

FPell 3
FSEOG $__ FPerkins $ FW-S 3
FStafford/Direct Loan §$ Loan Start ___ /[
DEPENDENCY STATUS
Most Recent D | Documented D 1 Document Code™ _ Report Code ___
STUDENT INPUTS
Student Data Parent Data Codes ‘
MR Doc'd MR Doc'd Doc Rpt
AGI $ $ $ $
US Taxes Paid $ $ B s
Untaxed Income
Social Security $ ) $ S
AFDC/ADC S 5 $ S
Child Support $ $ $ $
Other Nontaxed ) $ $ $
Tide IV Exclusions | $ b s S
Household Size
# in College ]

If the student's documented status is “D™. the Doc and Rpt Codes are stored as Parent codes: if his/her
documented status is 17, the Codes are Student codes.

' Year in School: 1 =1" year/never attended college: 2 = 1" year/attended college before; 3 = 2™
year/sophomore; 4 = 3" year/junior: § = 4" year/senior; 6 = 5" year/other undergraduate: 7 = 1" year
graduate/professional; 8 = 2™ vear graduate/professional: 9 = 3" year graduate/professional; 10 = Beyond
3" year graduate/professional.

3 Document Codes: 1 = Standard Documentation: 2 = Alternate Documentation. 3 = Professional ‘
Tuc gment; 4 = Missing: 5 = N/A

" WORKSHEET AM-4: QAP SOFTWARE
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/ WORKSHEET AM-4: QAP Software Data Entry Form \

Page 2 of 8
‘ Case ». Cettification#: 1 2 3
CATEGORICAL ITEMS
Selective Service Compliance Statement Verified? - Yes No
Statement of Educational Purpose/Certification Statement
Refund and Default Yes No
Satisfactory Academic Progress? Yes No

Enter disbursements/amount certified while student was not maintaining Satisfactory Academic

Progress:
FPell 3
FSEOG $ __ FPerkins $ FW-S 3§
FStafford/Direct Loan $
Financial Aid Transcript Required? Yes No
Financial Aid Transcript Present? Yes No
“ If FAT is required and not present, enter amounts for FPell, FC-B, or FStafford/Direct Loan disbursed
while the FAT was missing:
FPell 3
FSEOG ) __ FPerkins $ FW-S $
FStafford/Direct Loan $

REFUND AND REPAYMENT

Did the student withdraw? Yes No

Was recalculation of Title IV aid necessary? Yes No
'€ yes, was the recalculation completed? Yes No

Was this student subject to a 30-day loan delay? Yes No
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3-76. A T T T \WORKSHEETAM-4: QAP SOFTWARE

f WORKSHEET AM-4: QAP Software Data Entry Form \

Page 3 of 8

Case #:

Certification#: 1 2 3

ENROLLMENT®

Fiscal Year Enroliments Weights
{(FPell Grants) MR Doc'd MR
Period |

Period 2

Period 3

Period 4

Academic Year Enroliments Weights
(Otker Title IV) MR Doc'd

MR Doc'd

Period 1

Period 2.

Period 3

Period 4

' F= Full Time; T = Three-Quarter Time; H = Halftime: L. = Less Than Halftime; N = Not

DATA ENTRY FonM

Enrolled
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/ WORKSHEET AM-4: QAP Software Data Entry Form \
Page 4 of 8

‘ Case #: Certification#: 1 2 3

FC INPUTS (Required only if case is out-of-tolerance.)

DOB__/ __/  Orphan? Y N Grad Student? Y N Veteran? Y N Dependents? Y N
mm dd yy ’

Student Parent Student Parent
Most Recent Most Recent Documented Documented

Legal State

Marital Status* 1 2 3 T2 3 1 2 3 1 2 3

# in Household

# in College

1994 Return Type® 1 2 3 4511123451 234 5|1 23475

1994 Exemptions

AGI

U.S. Taxes Paid

Income (Student/Father)

Income (Spouse/Mother)

Social Security

AFDC/ADC

Child Support

Other Nontaxed

Title IV Income Exclusions

Cash Worth

Investment Worth

Investment Debt

Business Worth

Business Debt

* Marital Status: 1 = Singlc, Widowed, or Divorced: 2 = Married; 3 = Separated.

‘ * Returmn Types: 1 = 1040 A or EZ; 2 = 1040; 3 = Estimated 1040 A or EZ: 4 = Estimated 1040:

5 = Non-Filer.
377 J
274 BEST COPY AVAILABLE
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( WORKSHEET AM-4: QAP Software Data Entry Form \

Page 5 of 8
Case #: Certification#: 1 2 3
Student Parent Student Parent
Most Recent Most Recent Documented Documented
Farm Worth
Farm Debt

Age of Older Parent

FCB Budget Months

FStafford Budget Months

FDirect Loan Budget Months

"WORKSHEET AM-4: QAP SOFTWARE DATA ENTRY FonM




f WORKSHEET AM-4: QAP Software Data Entry Form \
Page 6 of 8

‘ Case #: Certification#: 1 2 3

OVERRIDES (Required only if overrides are not the same as Setup defaults.)

FC Assumntirn and Reject Overrides are used when a student's FC calculation needs to be adjusted due to special
circumstances. For example, if a student has 15 verified persons in the household, the user needs to activate the
Unusually Large Household reject override. This override pr. vents an error flag from appearing because of the large
household size and allows the FC to successfully calculate.

FC Assumption Overrides

Parent # in hh: 3 IF Parents married AND #in hh =2

Parent # in coliege: 1 IF # in college = # in hh AND > 2

Parent # in college: 1 IF # in college > 6

Parent AGI: Father + Mother Income IF Parent AGl = 0

# in College: 11IF #in college = # in hh AND > 2

AGI: Student Income IF Indep AND AGI =0

AGI: Student + Spouse Income IF Indep, Married AND AGI = 0
SocSec: 0 IF SocSec = Parent SocSec AND > 0
0 Investment: 0 IF Investment = Parent Investment AND > 0

Bus Value: 0 IF Bus Value = Parent Bus Value AND > 0

Farm Value: 0 IF Farm Value = Parent Farm Value AND > 0

Mother Income: Parent AGI if father's and mother's income both = 0 AND AGI is >0

Student Income: Student AGI if student's and spouse’s income both = 0 AND AGl is > 0

FC Reject Overrides

Dependent Student investment value out of range (Code G)

Dep/Parent OR Indep/Student investment value out of range (Code U)

Unusually large household (# > 14) (Code W)

Dependency status inconsistent with factors

Name is blank (Code N)
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WORKSHEET AM-4: QAP Software Data Entry Form

Page 7 of 8
Case #: Certification #: 1 2
AWARD INPUTS
Do not complete shaded areas.
Most Recent Documented
FC Calculated®
FC Used
FPell
COA
Disbursed
FC Calculated
FC Used
COA
Resources FPell FPell
B & P
FCampus-based e G ]
NonNeedBased ........................ N onNeedBased ......................
Disbursed
...... e e
...... e e
B e e e J
FC Calculated
FC Used
COA
FStafford/Direct | Resources Fpell
Loan ————————
i ——
FOR O I o
Disbursed
® Software calculates for out-of-tolerance cases. B S ded

N
© WORKSHEET-AM-4: QAP SOFTWARE DATA ENTRY:- FORM




' WORKSHEET AM4: QAP Software Data Entry Form ™~

Case #:

Page 8 of 8

Certification#: 1 2 3

COMMENTS (Optional)
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After completing these steps, you will have data to complete

Activity AM-5: Analyze Results. The data will provide you with
valuable information to determine if quality improvement actions
are warranted. You will use the information generated from the
‘ QAP Software to complete subsequent year activities of the QA
Program cycle. These activities are outlined in Chapter Four:
Quality Improvement Task.

The QAP Software automates the QA Program
methodology. Institutions will begin the Annual Measurement
_ Task in the fall. The QAP Software will be distributed to the QAP
institutions in early winter. The information provided in this
section will provide you with a basic overview of the QAP
Software and its relationship to documentation collection,
verification of information, and calculation of QA Readings. With
the QAP Software you will receive a QAP Software User's
Manual and Ousput Interpretation Guide. The Users' Manual and
Interpretation Guide will provide you with in-depth instructions,
definitions, and examples for using the QAP Software. (Read the
step-by-siep instructions for completing Worksheet AM-4 in the
QAP Software User's Manual.)

Siep 1: Verify Data for
Each QAP Sampled Student

When you have collected all the required data from students in
your QAP sample, review the information to determine whether
there are differences between the data used to determine the
student's most recent award and the QAP data the student recently
submitted. For QA Program purposes this process is called
verifving data. You are verifying the accuracy of information you

used to determine the student’s most recent award by comparing
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it with the new information collected from each QAP sampled
student. In addition, you will verify the accuracy of your
institution’s normal aid delivery procedures by reviewing the
institutional data items used to determine the student’s most recent
award. By doing this, you will determine whether your aid
delivery processes and procedures are working well. Remember,
you must follow the timing guidelines for verifying both student-

reported and institutional data items found on Worksheet AM-3a.
QA Program Tolerance Levels

Differences between student-reported data used to determine a
student 's most recent award and data collected for the QA Program
do not always result in a QA Reading. The QA Program applies
‘ tolerance levels for student-reported data items. The QA Program
tolerance levels are the same as those used in the Title IV
programs (as of November 29, 1994). QA Program tolerance

levels for student-reported data items are as follows:

% %400 for both independent and dependent
students for all income-related student-reported
data items. The following example illustrates
application of the £$400 tolerance:

Example: Jane Smith was selected for the QAP sample. Jane was an independent student and she
was required to submit a copy of her tax return. In verifying the QAP Information with the data used to
determine Jana's most recent award, you discovered that Jane had reported $500 in untaxed
Income on her application. After reviewing her tax retum. you discovered that Jane forgot to include
the amount of the Earned Income Credit she received, and therefore. the amount of untaxed income
now is $857. Although there was a difference between data used to determine Jane's most recent
award and data collected for the QA Program. the difference fell within the +$400 folerance level
{5500 - $857 = $359). This difference was not caiculated by the QAP Software as a QA Reading.
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% Zero tolerance for changes in Number in
Household and Number in College. The

following example illustrates applicetion of the
zero tolerance:

Bob Jones was selected for the QAP sample. Bob was a dependent student and he was required to
verify that his brother and sister were both attending college at least part-time as he had originally
reported on his application. Bob submitted the standard @AP documentation that indicated his
brother was not attending college. Bob's most recent award was based on Number in College equal
to three (3). However, QAP documentation indicated that only two were enrolled. Because this
difference of one (1) exceeds the zero tolerance level established for this data item it is likely that the
change will have an impact on Bob's EFC and need, and may require an adjustment in his award.

The QAP Software will calculate a QA Reading for a student-
reported-data item that is considered “out-of-tolerance.” or exceeds
the +$400 for student-reported data items, and any change in
Number in Household and Number in College.

Once verification of the data is completed, you are ready to

begin the next step: completing Worksheet AM-4,

Step 2. Complete Worksheet AM-4 for
Each QAP Sampled Student

Worksheet AM-4, also known as the QAP Software Data Entry
Form, is used to facilitate data entry in to the QAP Software.
When you have received all the required dccumentation from
students in the QAP sample, and have completed verifying the
information, you can begin completing the Worksheet. You must
use Worksheet AM-4 for each case in your QAP sample. The
Worksheet will "ilp prevent data entry errors from occurring and
will serve as an audit trail of your QAP data collection procedures.
Worksheet AM-4 is another tool that facilitates successful
completion of the Annual Measurement Task. The information
provided on Worksheet AM-4 will mirror the information on the

QAP Software. It is very important that you and your QAP team
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develop procedures for completing the Worksheet to ensure

consistency

and accuracy. Some institutions have found it helpful

to have several team members responsible for completing

Worksheet AM-4. This approach works well because it allows for

more than one person to -become familiar with Worksheet AM-4

and the QA Program methodology.
Particioants will fecaive a dotailed Whatever approach you take, make sure
overview of the QAP Software at the that each QAP team member has the
annual training workshops.

same understanding of the information

required to complete Worksheet AM-4.

Worksheet AM-4 is divided into nine sections:

*
0.0

Most Recent Awards/Certifications/Originations,
Student Inputs,

Categorical Items (e.g., FAT),

Refund and Repayment,

Enrollment,

FC Inputs,

Overrides,

Award Inputs, and

Comments.

A description of each section will provide you with an

understanding of the information that is required in each section,

as well as define and explain the purpose for each sectiva.
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Most Recent Awards/
Certifications/Originations

The most recent award is defined as the amount of aid awarded to
the QAP sampled student prior to making any adjustments based
on documentation collected for the QA Program. Record the most
recent amount of aid awarded to the QAP sampled student in this
section on Worksheet AM-4. Enter on the appropriate lines the
most recent Pell Grant award; the most recent Campus-based (i.e.,
SEOG, FWS. and Perkins Loan) award; the amount of the
subsidized Stafford Loan approved at the time of the last
certification: or the amount of the most recent Direct Loan

origination. Further guidelines are as follows:

% Include only awarded Perkins Loans (i.e., the
student indicated on his or her award letter that he
or she would accept the Perkins Loan and signed ‘
the promissory note); and

% Do not deduct origination fees from loan amounts.

The full certification — origination amount should

be entered.
The most recent award indicates the amount of Title IV aid
awarded to the student prior to making any adjustments based on
documentation collected for the QA Program. The QAP Software
will use this information as a baseline in determining whether the

student was awarded the correct amount of aid.
Student (Application) Inputs

Student (Application) Inputs are the data items that you based the
student’s most recent award on, as well as the QAP documentation
collected for each student in the QAP sample. For each student in ‘

your QAP sample, you will use the most recent data that have been
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subjected to your institutional verification program or other
institutional QAP checks and the documentation you collected for
the seven student-reported data items in Task AM-3 to complete
the Student (Application) Input section of Worksheet AM-4.

You will enter most recent information in the section
labeled “Most Recent,” and enter the information collected for QA
Program purposes in the section labeled “Documented Value.”
Additionally, you must enter the type of documentation (i.e.,
standard, alternate, professional judgment, missing, or not
applicable) that you collected from the student in the section
labeled “Document Code.” The last section in the Student Inputs
section is Report Codes. This section allows institutions to enter
institution-specific codes for purposes of identifying specific data
items or other characteristics about a particular case. You are not
required to enter any information in this section. The Report
Codes are optional, but they might be useful when analyzing your

It is essential that you enter all seven student-reported data
items so the QAP Software can determine whether any of data
items are outside the QAP tolerance levels. If any of the student-
reported data items are outside the tolerance levels. the student:s
Family Contribution (FC) must be recalculated. To perform this

recalculation you may either:

< Manually enter the FC Input portion of the Work-
sheet AM-4 into the QAP Software and calculate
the FC; or

< Follow the QAP Software User's Manual
instructions for importing original FC data from
your institutional needs analysis system or
mainframe into the QAP Software. The importing
function requires an investment in programming
resources. but 1t reduces both the
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likelihood of data entry errors and the total

amount of time required for data entry.
You must enter information in the Student Inputs section for
each case in your QAP sample regardless of whether or not the
case is outside the tolerance levels. The QAP Software will
calculate payment consequences associated with changes in siudent-

reported data items. If a data item is outside the tolerance level,

the
To leam more about the QAP Software, QAP Software will calculate a new
volunteer to serve as a QAP Software award, based on the documented
tester. This opportunity will provide you , , . .
with an ideal training tool for you and information while holding all other
your QAP team.

student-reported data items constant. The

QAP Software will calculate QA Readings for changes in student-
reported data items for the Pell Grant and the Stafford and Direct
Loan Programs. QA Readings for student-reported data items are

not calculated for the Campus-based programs.

Categorical ltems

The Categorical Items section contains the following institutional

documentation items:

% Statement of Educational Purpose/Certification
Statement on Refund and Default,

7

% Selective Service Compliance Statement/Match,

7

% Financial Aid Transcript, and

% Satisfactory Academic Progress.

After reviewing the student’s file to verify whether the information
is present. you will enter the appropriate response for each

documentation item with *Yes™ or “No." If aid was disbursed
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while the student was not maintaining Satisfactory Academic
Progress, or the student had not signed the Statement of Educa-
tional Purpose/Certification Statement on Refund and Default, or
a match with Selective Service was not verified, you will enter the
amounts of aid disbursed/certified/originated while this information
was not present in the student’s file. Similarly, if you answered
“No” to Financial Aid Transcript Present, and any subsequent
payments made after the first payment were disbursed for the Pell
or Campus-based Programs, you will enter those amounts on the
appropriate lines. If any Stafford or Direct Loan payments were

disbursed, enter that amount on the appropriate line.

Refund and Repayment

Enroilment

The questions contained in this section of Worksheet AM-4 are
provided to allow your institution to track refunds and repayments.
The QAP Software will not calculate a QA Reading related to these
questions; rather, the Software will simply provide you with a
count of your “yes” and “no” responses to refund and repayment

questions.

As part of the QA Program methodology, institutions review their
enrollment patterns to measure how well their systems for
monitoring enrollment are working (e.g., to find vulnerabilities that
occur within normal aid processing procedures). QAP institutions
review their enrollment at two different points in time. The first

point, “Original Enrollment,” is defined as the hours/credits used
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to determine the student’s most recent award. The second point,
“Documented Enrollment,” is defined as the student’s enrollment
at the time of each disbursement. The underlying purpose of
comparing these two items is to determine whether the student was
awarded the correct amount of aid based on correct enrollment.

Enrollment information is regquested for both the fiscal year
(for Pell Grants) and academic year (for Campus-based, Stafford,
and Direct Loans). Under “Original Enrollment” enter the
appropriate code(s) for the enrnllment status used to award the
student aid. For “Actual Enrollment™ enter the appropriate code(s)
for the student’s current enroliment status.

The enrollment codes are:

< F = Full-time,

< T = Three Quarters,

% H = Half time,

% L = Less than half-time, and

< N = Not Enrolled.

Next, you will need to enter the package weights (also referred to
as award percentages) for each enrollment period. Package weights
are the percentage of aid that was awarded to the student for each
enrollment period. Enter the package weights for fiscal and
academic year enrollment in this section. The package weights
must total 1.0. The following example illustrates the application

of package weights:

if your academic year consists of two semesters, the package weights you
would use are .50 for the first semester, and .50 for the second semester
(5+.5=1.0). Similarly. if your academic year consists of three terms, you wouid
enter .33 in the first terrn of enroliment, .33 in the second term of enroliment,
and .34 in the third term of enroliment (.33+.33+.34=100).
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FC Inputs

FC Inputs are the values used to calculate the Family Contribution
(FC) used in the Most Recent Award/Certification/Origination.
You only need to complete this section if the student’s case is “out
of tolerance” (i.e., changes that exceed the £$400 tolerance levels
for student-reported data items that are income related and/or any
changes in Number in Household and Number in College).

Enter most recent and documented values of the FC in this
section. If the student is independent, enter information only under
the “Student” column. If a student is dependent, you must enter

information under the “Student” and *‘Parent” column.

institutions may use the import Function

of the QAP Software to download FC' Overrides
information from their mainframe or “FC -
needs analysis system, and import the The term overrides™ refers to

data into the QAP Software. While this
procedure requires an investment of time

the ability to override central processor

and programming resources, it saves you assumption and reject statements. If your

from manual entry of FC data for cases
that are “out of tolerance.” Complete

institution routinely uses an FC

instructions for importing are included in assumption or reject override, you should

the QAP Software User ‘s Manual.

use this section of Worksheet AM-4 to
document the default(s) you will want to set. You may override

assumptions and rejects later on a case-by-case basis.

Award Inputs

QAP institutions record the values used to calculate the student’s
financial aid award in the Award Inputs section. The Family
Contribution, cost of attendance, other aid and resources, and aid
disbursements are recorded in this section. Enter the amounts for

most recent and documented values in this section.
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Comments

QAP institutions record comments about a student’s case in the
Comments section. This section is optional, and the information
you enter is “institution specific.” If there are circumstances
unusual or particular to a case you would like to document, you
may use the comments section to record the information. This
information can be used when you begin analysis of cases in your
QAP sample with QA Readings. See the QAP Software User’s

Manual for additional information.

Step 3: Data Enfry and Calculation of
QA Readings for the QAP Sample

After completing Worksheet AM-4 for each QAP sampled student,
you will now enter the data from each Worksheet AM-4 into the
QAP Software. You and your team should thoroughly review the
User's Manual prior to entering data into the QAP Software. The
instructions and definitions described above provide you with a
basic overview of Worksheet AM-4 and its relation to the QAP
Software. You are strongly encouraged to read the QAP Software
User’s Manual before you begin data entry.

Once you have entered information from each Worksheet
AM-4, the QAP Software will calculate QA Readings according to
the QA Program methodology. If there are differences between
‘most recent values and documented values, the QAP Software will
calculate a QA Reading for each area of vulnerability. The QAP
Software provides you with many options to assist you in analyzing
the QAP Software output. The QAP Software “Reports™ menu has
functions that you can use to generate reports to analyze individual

cases, program level data, and/or aggregate data. The “Reports”™
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menu function is an essential tool that you will need to complete

the final activity in the Annual Measurement Task: Analyze

Results.

Actnivity FIve: ANALYZE RESULTS

After completing data entry of all the cases in your QAP sample,
you will begin the critical activity of summarizing your data and -
analyzing the results. This activity is very important. You and
your QAP team will need to determine whether the QA Readings
generated by the QAP Software are significant and require
dévelopment and implementation of quality improvements. You
may want to include staff from other offices outside of the
financial aid office (e.g., Bursar, Registrar, Admissions, and so on),
to participate in this process. Involving additional offices will
provide for shared responsibility and decision making in the
analysis of your QA Readings and implementation of quality
improvements.

There are four steps involved in completing Activity Five,
and are as follows:

1. Analyze Individual Cases;

2. Summarize Results for the QAP Sample Using the
QAP Software;

3. Conduct Additional Data Analysis Using
Customized Reports and Other Statistical Tools;
and
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4. Submit Back-up Copy of QAP Software Data
Diskette, Worksheet AM-2, and QAP Software
Summary Report to QA Program Contractor.

Each of the steps i1s described in detail in the following

pages.
Step 1: Analyze Individual Cases

The first step in organizing for this activity is to print the
calculated Worksheet AM-4 for each case by using the “Reports
Function™ of the QAP Software. Before you begin to analyze your
data, review the printouts for each case in your QAP sample to
determine whether any data entry mistakes were made. You and
your QAP team may choose to review each case to determine
whether there are patterns or trends in the data that may warrant
further data analysis using the *“Reports™ function of the QAP
Software. It is also important to keep a copy of the QAP Software
output for each student in the QAP sample. This information
should be placed in the student’s file to document any changes that
may have been made to the student's award based on the findings

from the QA Program.

Step 2. Summarize Resulls for the QAP

Sample Using the QAP Software
Next, you will use the “Reports” function of the QAP Software to
run the Summary Report. The Summary Report will provide you
with QA Readings for summary, student, and institutional data
items for your entire QAP sample. Student and institutional QA
Readings occur when the verified value of an item (student and

institutional items are measured) is different (+/- a specific
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tolerance) from the most recent value used to calculate an award.
Studen: and institutional QA Readings are computed by replacing
each of the most recent value of a data item in turn with its
respective verified value in the calculation. The resulting award is
then compared with the most recent award, and the difference is
considered the payment consequence of the individual data item or
a QA Reading. The absolute values of these payment conse-
quences are aggregated across all students in the QAP sample for
each area of vulnerability, and the aggregate payment consequences
are called Summary QA Readings. Remember. the QA Program
methodology allows institutions to detect various areas of

vulnerability such as:

L

¢ Violation of applicable laws and regulations. and

: ¢ Errors, variances, or QA Readings resulting
primarily from complexities of the delivery

system itself (such as timing issues. use of esti-

mated or projected data to determine eligibility,

and so on).
For a more detailed explanation of the Summary Report as well as
a detailed description of each QA Reading, please review the QAP
Software User’s Manual and Output Interpretation Guide. File the
calculated Worksheets AM-4 in each student s file, and a copy of
the Summary Report in your master QAP file.

It is important to remember that QA Readings do not
translate into regulatory liabilities. The QA Readings will provide
you with meaningful data with which to implement changes in your
institution's verification procedures, improvements in services to
students and the delivery of Title IV, and ensure proper

stewardship of federal funds. The underlying premise of analyzing

‘ your data is to provide confirmation that the systems you have in
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place for delivering aid to students are working well, and, if there 0
are areas of  vulnerability, the data provides you with an
opportunity to improve those systems. The following example
illustrates how a QAP institution used its QA Readings to measure

its success in improving the quality of aid delivery and service to

students:

A review of our data analysis and trends in dollar variance demonstrates the success of the QA
Program at Purdue Unliversity. One of the most interesting trends is the comparison of our THle iV aid
administered dollar amount to the total dollar variance. Over the past four years, we have seen our
Titte IV aid administered doliar amount more than double. while the dollar variance for the QAP
sample has decreased by more than 200 percent. Coupled with the fact that we have reduced our
1040 verification population from approximately 45 percent four years ago to approximateily 25
percent today, we are pleased wi 1 the effective results. The QA Program serves as a model for
Instifutions to use a random sampi. g technique to efficiently analyze areas of vuinerabliity. form
conclusions about the areas needing the most attention, and customize in-house poiicies and
procedures.” (Lee Gordon, Purdue University.)

Step 3: Conduct Additional Data Analysis Using
Customized Reporils and Gther Statistical Tools

You and your QAP team have the option of conducting a more in-
depth analysis of your QAP Software output to identify specific
areas of your QAP sample population that require further analysis.
Additionally, vou and your team may want to further analyze your
institutional data items to determine whether there are common
trends or relationships between institutional areas of vulnerability
and student-reported data. This additional analysis will assist you
and your QAP team in developing quality improvements for areas
needing the most attention and resources, as well as tailoring your
institutional verification procedures. To conduct this type of

analysis you can use a number of methods. For example:
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% Custom Reports — Using the “Reports Function™
of the QAP Software, you can create reports that
focus on student cases and variables of your
choice. The Custom Reports option allows an
institution to go one step further with its analysis
by targeting individual data items to identify
trends or significance in individual data items or
in summary level QA Readings. For example:
Institution X wants to determine what segment of
their QAP sample population is most prone to
misreporting untaxed income. The institution
used the custom reports function to design its own
report to provide this information. The following
variables were listed in the report for each student
for which untaxed incomes was out-of-tolerance:

— Case number;

— Student name;

— Amount of Pell disbursed;

— Amcunt of CB disbursed;

— Amount of Stafford disbursed;

— Amount of most recent untaxed income;
— Amount of documented untaxed income;
— Amount of documented AGI;

— Documented number of household; and
— Documented number in college.

% Pareto Analysis — Pareto Analysis is a tool you
can use to prioritize the magnitude of various
causes affecting an outcome. Pareto Analysis was
named after an 18th-century economist who
proclaimed that “80 percent of the wealth resided
with 20 percent of the population.” This 80/20
rule can be applied to your data as well. You can
conduct your own simple Pareto Analysis by
reviewing the Ordered Listing of QA Readings by
Dollar Value that is part of the Summary Report.
The Ordered Listing of QA Readings provides
you with a ranking of the largest dollar values for
your QAP sample. Through your review of this
listing, you will see that a majority of QA
Reading dollars are represented in a smaller
portion of your population, much like the 80/20
rule. Using Pareto Analysis will assist you and
your team in determining which areas of
vulnerability are significant, and require quality
improvements: and
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% Other Data Analysis Tools Such as SPSS and
SAS — You and your team may have access to
other forms of statistical analysis packages such
as SPSS and SAS at your institution. You can
use them to conduct additional data analyses. The
QAP Software was developed to allow institutions
as much access to their data as possible.
Institutions can use the Export Function of the
QAP Software to create external files that can be
read by other statistical software packages such as
SAS and SPSS. Please refer to the Export section
of the QAP Software User's Manual for specific
instructions for using the-export function.

The methods mentioned above are bnly a few of the data analysis
tools that you can use to analyze data from your QAP sample.
Institutions may participate in sessions focused on statistical
thinking and methods at ED training workshops. It is important to
draw on the experience from your colleagues, and ask for

suggestions and ideas for conducting data analysis.

Step 4: Submit Back-up Copy of

QAP Software Data Diskette, Worksheet AM-2,
and QAP Software Summary Report to

QA Program Contractor

After completing your data analysis activities, don’t forget to
update Worksheet AM-1: Schedule of Activities for the Annual
Measurement Task. In addition, you must create a back-up copy
of your data and submit it to the QA Program contractor along
with a copy of your Summiary Report and Worksheet AM-2:
Sampling Worksheet, by July 15th of the QA Program year. It is
very important that you meet the July 1S5 deadline to ensure that
you will be able to begin subsequent year activities on schedule.

Do not forget to complete the Annual Measurement Task

Assessment form and submit it with your End-of-the-Year Report.
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Information from this assessment form will assist you in planning
for these activities in subsequent years.

You will use the data that you have measured and analyzed
in the Annual Measurement Task to conduct the next task in the

QA Program Cycle: the Quality Improvement (QI) Task. The QI
Task is the focus of Chapter Four.

2096
9 "
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ASSESSMENT

ASSESSMENT OF

ANNUAL MEASUREMENT TASK

¢

1.  Approximately how many hours were required for each of the
following levels of staff to complete the Annual Measurement
(AM) Task and worksheets? If no hours were required of a
certain level of staff, please enter *“zero.”

Number of
Staft Level - Hours
Professional — Paraprofessional (e.g.. @A Coordinator or
Counselor)
Clerical — Data Entry (e.g., secretary or word processor)
Student Workers
2. What resources other than staff did you require to complete

the AM Task and worksheets? You should include all
equipment, materials, supplies, and so on, and list what the
costs were. Indicate whether this was a one-time or an
annual cost.
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ASSESSMENT OF
ANNUAL MEASUREMENT TASK

(CONTINUED)

[

Additional Resources

Dollar Vailue
%

One-Time or
Annuatl Cost

particular task and its worksheets?

What benefits did your institution gain from completing this
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o CHAPTER FOUR
QUALITY IMPROVEMENT TASK

'OVERVIEW

The next task in the QA Program cycle is the Quality Improvement
(QI) Task. Only instituiions that have completed the Annual
Measurement Task will be able to complete the Quality Improve-

‘ ment Task. Year-one institutions only are required to complete the
qualitative component of the QA Program (i.e., Management As-
sessment and Management Enhancement) during their first year of
QAP participation. The Quality Improvement Task focuses on the
results from the quantitative component of the QA Program (i.e.,
the Annual Measurement Task). You will use the information
generated by the QAP Software as the starting point for the Quality
Improvement Task.

The basis for implementing the Quality Improvement Task
is directly related to analyzing the QA Readings. In the previous
chapter, you were provided with examples of how to begin inter-
preting the QA Readings calculated by the QAP Software. If you
have not begun analyzing your data, now is the time to start. Refer
to the instructions in Chapter Three, Activity AM-5: Analyze

‘ Results, for information on specific tools and techniques that you
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can use to begin data analysis. It is important to note that QA
Readings must be reviewed and analyzed thoroughly before decid-
ing upon any course of action. The Ordered Listing of QA Read-
ings that is part of the Summary Report of the QAP Software
provides a ranking of QA Readings by dollar value. Take the time
to determine whether a QA Reading is significant, based upon your
own institutional population. Because a QA Reading appears at the
top of the ordered listing does not necessarily imply that it is a
significant problem at your institution.

Activities in the Quality Improvement Task will assist you

in:

« Determining the source(s) or cause(s) of the
problem or weakness;

< Designing corrective actions or quality improve-
ment to address it; and

% Implementing changes.

The QA Program activities will help you not only to correct '
problems that might otherwise result in liabilities, but also to
improve policies, practices, or systems that, in the long run, will
benefit the institution, the students, and the taxpayers. Through the
QI Task, your institution will establish its own procedures for
resolving problems and implementing change; and such decisions
will be guided by consideration of the resources available, the
seriousness of the problem, the benefits of change, and the implica-
tions of not changing.

An effective quality improvement program includes correct-
ing those areas that place the institution at risk, as well as making
changes that result in increased efficiency and improved service to
students. Once you have completed an analysis of the QA Read-

ings from the Annual Measurement Task, you and your team will
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‘ be able to determine the level of effort necessary to address areas
needing improvement. The QA Readings provide valuable data
upon which to focus your quality improvement efforts. This chaB-
ter introduces the concept of developing and implementing quality
improvements based on results of quantitative data resulting from
the Annual Measurement Task.

Consider quality improvement a continuous journey, which

takes you through the process of:
%  Setting goals for your quality improvement team;
% Identifying problems;

< Identifying causes of problems;

< Generating solutions;

w < Determining the best quality improvement actions;

*

% Developing a plan of action;

&

% Gaining management approval and support; and
< Implementing the plan.

Start by identifying QA Readings from the Annual Measure-
ment Task that need to be corrected. Because the QA Readings
provide a measure of the accuracy of awards and data elements, the
quality improvements that address them are likely to involve
changes or adjustments to your verification program. The QA
Readings will indicate either the effectiveness of the improvement
actions taken or the need to make adjustments. You will focus the
first several years of your quality improvements on the QA Read-
ings. .
After successfully addressing the areas measured by the
‘ QAP methodology, you will be ready to focus your quality
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improvement efforts on broader issues or on more general pro-
cesses. Areas such as improved service to students, strengthened
management practices, and improved communication, will not be
derived directly from QA Readings. The institution determines the
measures of effectiveness for the quality improvements.

The Quality Improvement Task includes the following five

activities:

% Activity One: Develop a Schedule of Activities
for the Quality Improvement Task (Worksheet QI-
1)

» Plan QI Task;

» Develop a schedule and determine appro-
priate timeframes for completing QI activ-
ities;

» Identify staff responsible for each QI ac-
tivity; and

» Record actual date each QI activity is
completed.

< Activity Two: Identify Significant QA Readings

» Review Rank Order listing of QA Read-
ings affecting payment amounts;

» Use resuits from the Annual Measurement
Task to determine the priority for imple-
menting improvement actions based on
such factors as potential liability, benefits,
resources, and timing;

» Separate readings with regulatory implica-
tions from delivery systern readings; and

» Set priorities to focus time and resources .
on the most significant QA Readings.
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‘ <% Activity Three: Identify Probable Causes of QA
Readings and Select Quality Improvements Ac-
tions

» Identify quality improvement action(s)
from ordered listing of QA Readings on

which to focus quality improvements;

» Develop action plan for each quality im-
provement action; and

» Prioritize quality improvements.
% Activity Four: Implement Quality Improvements

» Gain management support and approval.

% Activity Five: Monitor and Follow-up

» Report progress of QI activities to ED;
and

“ » Re-evaluate.

Blank copies of all QI Task worksheets are provided in Appendix

E. Descriptions of the five QI activities are provided below.

AcTivViTy ONE: DEVELOP A SCHEDULE OF
ACTIVITIES FOR THE QUALITY
IMPROVEMENT TASK

Begin the QI Task by reviewing Worksheet QI-1: Schedule of
Activities for the Quality Improvement Task. This worksheet lists
the various activities, completion dates suggested by ED, the team

member(s) responsible for each activity, and the completion date

for each activity.
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WORKSHEET Qi-1
SCHEDULE OF ACTIVITIES FOR THE QUALITY IMPROVEMENT TASK'

Quality Improvement
Activity

Suggested Date for
Successful
Implementation

Staff Responsible/
Team Member

Date Completed
- {Actual)

Select team members to
complete QI activities.

Initiate after completion
of AM Task and
submission of data
diskette.

Complete Worksheet QI-1:
Schedule of Activities for the
Quality Improvement Task.

Initiate after completion
of AM Task and
submission of data
diskette.

Complete Worksheet QI-2:
Quality Improvement Action
Plan.

July 15 - August 15

Implement Quality
Improvements.

August 15 - February
15

Monitor and Follow-up.

August 15 - February
15

Submit Mid-Year Report.

February 15

Submit End-Of-Year Report.

August 15

' Make a copy of this Worksheet for each team member responsible for completing Quality
Improvement activities. Post one copy in the office, and place the original schedule in your master QAP

File.

s~ -
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‘ Fill in the dates and staff assignments for each activity. You
may revise the schedule to include additional steps or activities if
necessary. Share a copy of the completed schedule with the QA team
and post a copy in a visible place in the office. Review the schedule
on a regular basis to determine whether activities are being completed
on time. Update the schedule when there is a change. Keep a copy
of Worksheet QI-1 in the QA master file.

It is important to set realistic time schedules for completing QI
activities. Keep the ED-recommended schedule in mind and use the '
team o help develop the calendar. This is critical to the success of
your QI activities and to implementing and maintaining a quality
improvement program. There will be times when key QI activities

overlap or run simultaneously with AM activities. Therefore, it is

important that botk you and your staff review and familiarize
yourselves with Exhibit 1-6: ED-Recommended Schedule of
Activities for Each Task in the QA Program Cycle on page 25 and 26
of the Introduction to the QAP Workbook.

To help establish the QI Task team, refer to *‘team building”
described in Chapter One or you may decide to use the team already
in place from previous QAP tasks. Team members must understand
clearly the purpose of their team, their responsibilities, and the
expected outcomes. Remember to include representatives from other
offices (e.g., bursar, registrar, admissions, student representative, and
so on). Conduct regularly scheduled meetings with the QI Task team
to discuss why and how problems in the delivery of student aid occur
and ways to reduce or eliminate them. It is important to set the right
tone for these meetings by making it clear that the purpose is to gather
information, discuss problems, and generate new and innovative
solutions -— not to accuse people of poor performance or place blame.
It is important that the team have sufficient resources and
management authority and cmpowerment to implement quality
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AcCtiviTy TWO: IDENTIFY SIGNIFICANT
QA READINGS

You and your team will need to determine the significance of your
QA Readings and decide whether quality improvements are necessary.
This activity will assist you in that endeavor. If you have not
analyzed your QA Readings, you will not be able to determine the
magnitude of the QA Reading or whether the team should invest its
time and resources on a particular area or data element. Before
selecting the most significant QA Readings for quality improvement
action, you and your team should determine whether the QA Reading
is “regulatory” or related to the delivery system. A missing Statement
of Educational Purpose is an example of “regulatory” QA Reading.
You must correct all “regulatory” QA Readings found in your QAP
sample as they are found. Remember, although you corrected the

regulatory error, it is still necessary to record the case in the QAP

~Software as if it were not corrected. An example of a delivery
system-related QA Reading is the Stafford Loan other aid and
resources data item. If you find a “delivery system” reading that may
impact the accuracy of student aid awards, do not dismiss it. Use the
information below to determine the significance of “delivery system”
readings.
First and foremost, you and your team need to determine
whether the dollar values associated with the QA Readings are

significant based on several factors:

% The size of the Title IV Program (i.e., Pell, Campus-
based, Stafford/Direct Loan);

% The size of your financial aid population;

0

% The total dollars awarded to your financial aid
population; and

)

% The dollar valuc associated with the QA Reading.
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0 The Summary Report (generated by the QAP Software)
provides you with a listing of QA Readings in rank order according
to dollar value. In addition, the Summary Report provides you with
information about your entire sample, such as total doliars awarded by
Title IV program for the QAP sample and for your recipient
population, as well as QA Readings for the 16 student-reported and
institutional data elements measured for the QA Program, as shown in
Exhibit 4-1. You should use the Summary Report as the foundation
for identifying significant QA Readings.

There are several statistical techniques you and your team can
use to determine whether a QA Reading is significant or simply a
random occurrence. Do not be afraid to use statistical techniques.
Statistics are not scary, and the use of statistical tools and techniques
can validate your entire quality improvement process.

To determine whether a QA Reading is significant, you will

O need to calculate a point estimate, or an item percentage error. Please
refer to the following example.

On your institution's Ordercd Listing of QA Readings by
Dollar Value that is part of the QAP Software Summary Report, the
Stafford Overpayment QA Reading is at the top of the listing. The
dollar value associated with the Stafford Overpayment QA Reading is
$25,971. To determine whether this QA Reading is significant you
will calculate a point estimate using the following information:

1. Stafford Overpayment Dollars in Error
Stafford Dollars Sampled

. 2. The Stafford Overpayment QA Reading was
$25971. The Total Stafford Dollars sampled
(from Section 1 on the Summary Report) was
$563,507, or:

25,971
$563.507

‘ = .0460

= 4.60%
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EXHIBIT 4-1
Institutional and Student QA Readings
Calculated by QA Software

Student QA Readings

Dependency Status (Indep. — Dep. and Dep. — Indep.)
Adjusted Gross Income (AGI)
U.S. Taxes Paid
Other Untaxed Income
Number in Household

Number in College

Title IV Exclusion

The student QA Readings are calculated for the Pell Grant and Stafford/Direct Loan
programs.

Institutional QA Readings

Statement of Educational Purpose (SEP)
Selective Service Compliance Statement (SSCS)
Satisfactory Academic Progress (SAP)
Financial Aid Transcript (FAT)
These four QA Readings are aggregated across the three programs.
Cost of Attendance (COA)

Enrollment (Calculated only for Pell Grant and Stafford/Direct Loan programs)

Disbursement

Calculation

Other Aid/Resources (Calculated only for Campus-based and Stafford/Direct Loan
programs)

Unless otherwise noted, these five QA Readings are calculated for each program.




‘ 3. From the example, you can see that although the
Stafford Overpayment QA Reading was the

highest dollar value, its significance is not as
great when compared to your total dollars
awarded, certified, or originated for your QAP
sample.

As the example demonstrates, because a QA Reading appears
at the top of the Ordered Listing does not necessarily indicate that it
is a significant problem at your institution. You and your team will
need to look at both the dollar values and percentages in error to
determine whether a QA Reading is significant and requires quality
improvement action.

As mentioned in Chapter 3, another statistical tool that you can

use is called Pareto Analysis. Pareto Analysis is a technique used for

ranking the magnitude of various causes affecting an outcome. The
Ordered Listing of QA Readings by Dollar Value is an example of
Pareto Analysis. You also can use Pareto Analysis to illustrate not
only the dollar values associated with a particular QA Reading, but
also the percentages of dollars as well. As Exhibit 4-2 demonstrates,
the Overpayment Dollars differ significantly from the Overpayment
Percentages. Although the Stafford Overpayment QA Reading had the
highest dollar value, it had a lower percentage of dollars in error.

Use of the statistical tools and techniques described is critical
to completing this activity. It is important not to judge a QA Reading
simply by the dollar value. You and your team should conduct data
analyses to ensure that your quality improvements. are targeted and
based on statistically valid data.

After identifying the most significant QA Readings, you and
your team may decide to use the technique of brainstorming to
identify and select a problem or QA Reading to solve. Brainstorming

is useful for generating ideas among the team. Although you have
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EXHIBIT 4-2
OVERPAYMENT DOLLARS IN ERROR
PARETO BAR CHART

Dollars (Thousands)

25971 . ..
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identified your most significant QA Readings, you will need to
' _identify the cause(s) as well as the solution(s) to address significant
QA Readings.

f Exhibit 4-3 summarizes the brainstorming process, ground
rules, and reasons for its effectiveness. ~When the process of
brainstorming is followed properly, the team has a better chance of
identifying appropriate causes for a QA Reading and for ceveloping

* meaningful quality improvements to address them.

AcTivity THREE: IDENTIFY PROBABLE CAUSES
OF QA READINGS AND SELECT QUALITY
IMPROVEMENT ACTIONS

‘The QAP Software calculates the QA Readings. The quality
improvement team will use brainstorming or some other problem-
solving technique to determine the most likely causes for the QA
Readings. The team should look at the QA Readings carefully to see
whether they follow a specific pattern and determine why the QA
Readings occurred. This may require reviewing individual cases.
Through your review of individual cases, you may be able to
determine whether there are common elements in the cases that are
causing the problem. You may use the Custom Report feature of the
QAP Software to generate reports that include groups of cases that are
identified by similar variables. From the custom report you can
analyze the cases and look for patterns in the data reported in each
case, and determine whether there are similar causes affecting the
outcome of each case. Once the team identifies the most likely
cause(s) of a QA Reading, it can begin to develop and implement

possible solutions.

311

QA WORKBOOK .+ 1995-96




EXHIBIT 4-3
BRAINSTORMING TECHNIQUE

Team meets to share ideas.

Team selects a leader who will also record ideas generated during the meeting.
Leader notes the purpose of the meeting at the top of the chart.

Aside from leader, each member takes a turn to contribute ideas.

Leader records all ideas on the chart using different colored markers to distinguish |
one idea from another. -

The leader and all team members should enforce the brainstorming ground rules.

When the team has finished suggesting ideas, the leader reviews the ideas for
clarity.

If possible, consolidate ideas.

Ground Rules for Brainstorming

Leader should not express an opinion (negatively or positively) regarding the ideas

of others.

Leader keeps team from jumping to conclusions, criticizing or evaluating ideas,
and keeps the team's ideas on track.

Avoid all criticism and evaluation of ideas.
Be c.eative.

Solicit quantity.

Encourage building on other's ideas.
Stimulate participation.

Record all ideas.

Why Is Brainstorming Effective?

Increases involvement and participation.

Produces many ideas in short amount of time.

Reduces pressure on team members to give “right” answer.
*  Frees team from inhibition/allows them to have fun/is interesting.

* _Reduces possibilities of negative thinking.
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While discussing QA Readings, the team will most likely

uncover other problems that may not have been obvious if these
important discussions had not taken place. For example, the QA team
may find that institutional policies or office procedures are not written
clearly and staff do not understand what the policies mean. Students
may not understand financial aid offices procedures and what 1s
required or expected of them. Perhaps the responsibility for particular
processing function has not been assigned, or the computer system is
not programmed to check certain data or calculations. Again, this
problem, though simple to correct, would go undetected unless
discussed in context. Generating such discussions will increase the
team's ability to identify a wide range of possible causes of QA
Readings and develop more effective quality improvement actions.

Here are some tips to keep in mind:

&  Select an improvement action that addresses the
cause(s) of each QA Reading identified;

&  Select an improvement action thai is feasible for the
institution in terms of cost for implementation vs.
benefits from results; and

.

%  Approach implementation strategically. Start with
improvement actions that are €asy, require a low
level of resources, and will have a significant
payoff. Early success builds support from staff and
management for your long-term quality
improvement program.

Once you have identified the cause(s) and possible solution(s)
for the most significant QA Readings, you will take the following

steps to complete Worksheet QI-2: Quality Improvement Action Plan:

|.  Describe the quality improvement item at the top
of Worksheet QI-2 under “Improvement Item.”
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WORKSHEET QI-2
QUALITY IMPROVEMENT ACTION PLAN
High or Low Priority:

I. Improvement Item:

2. Improvement Action:

3. Lead Person, Title,
and Office:

4. Other Campus

Office(s) —
Representative(s)
Involved: 3, J)
2) 6)
3) 7)
4) 8)
Projected Dates Actual Dates

5. Implementation Start Date:

Implementation End Date:

6. Long- or Near-Term Quality Improvement Action”
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EXAMPLE

‘ WORKSHEET Qi-2
QUALITY IMPROVEMENT ACTION PLAN
High or Low Priority: High

1. Improvement Item: Number in College

2. Improvement Action: Developed a form to verify sibling/parent enrollment at other institutions.

3. Lead Person, Title, . .
and Office: Jane Doe, Assistant Director, FAO

4. Other Campus

Office(s) —
Representative(s) o
Involved: 1) Admissions 5)
2) Registrar 6)
3) 7)
@ ] 8)
Projected Dates Actual Dates
5. Implementation Start Date: October 16, 1995 October 22, 1995
Implementation End Date: October 30, 1995 November 3, 1995

6. Long- or Near-Term Quality Improvement

Action? Near-term action
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2. Identify the improvement action necessary to address
the improvement item, and list the improvement action
on Woerksheet QI-2 under “Improvement Action.”

3. Decide who would be the best individual from your
QI Task team to assure that each improvement action
is properly monitored, and record his or her name,
title, and office under ‘“‘Lead Person, Title, and
Office.”

4. Identify representatives from other institutional offices
affected by implementation of an improvement action,
and request that they serve on QI Task teams for
implementing all improvements involving their offices.
On Worksheet QI-2, record the offices involved and
their representatives who will work on your team.

5. Decide when implementation of the improvement
action will begin and end. Record the dates in the
rows labeled “Implementation Start Date” and
“Implementation End Date” under the “Actual Dates”
column.

6. Determine whether your improvement is near- or
long-term, as follows:

» Near-term improvement actions can be
implemented within one year: and

» Long-t rm improvement actions require
more than one year to implement.

The last step is to prioritize the improvement actions your
institution has identified. You should focus first on any areas clearly
not in compliance with federal statutes or regulations. After dealing
with compliance-related improvement actions, you may want to focus
next on an improvement action that will be relatively simple to
implement (e.g., near-term or minimal resources), but will yield
positive results in a short period of time. A quick success based on
a relatively simple improvement action will build confidence in and

support for your QA program, and will lay the foundation for tackling

your tougher quality problems.
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Record the high or low priority level for each improvement
action at the top of Worksheet QI-2. In the example worksheet
provided, the improvement action was a high priority. This indicates
that the institution will implement this improvement action before it
implements low priority actions. Remember to update the Task
Schedule after completing this activity. Report the progress of this

activity in the Mid-Year Report.

ACTIVITY FOUR: IMPLEMENTING QUALITY
IMPROVEMENT ACTIONS

This activity helps the team to carefully review each quality
improvement action to ensure proper controls are in place to track its
effectiveness. The team must decide the most practical way to track
the progress of each improvement action. Befcre you begin designing
your tracking system, you should review Worksheet QI-2 and fill in

information that remains incomplete. Then:

% Decide the order in which you wish to implement
each quality improvement:

0,
.0

*

Enter the projected date for implementing each
quality  improvement; and

K/

%S

Identify any potential problem areas, as well as
factors that may be critical to the successful
implementation of each quality improvement action.

Once you have developed your tracking system, proceed with
implementation to begin controlling significant QA Readings. It is
suggested that you begin implementation as early in the award year as
possible, but no later than October 1. Remember to update Worksheet

QI-2 by entering the “actual date™ as quality improvement actions are
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completed. By doing so, you are tracking the progress of
implementing quality improvement actions.

The effectiveness of quality improvement actions can be
determined by a change (either an increase or decrease) in QA
Readings in subsequent years. Keep in mind that it may take more
than one year before results can be realized and that other factors must
be taken into consideration. For example, the level of difficulty,
availability of resources, whether the quality improvement can be
implemented in one year or longer, and so on, must all be considered.
Therefore, do not be discouraged when positive results are not
achieved in the first year of implementation.

If you discover that quality improvement actions are not
effective and problems continue, you have the flexibility to reevaluate
the actions taken and to determine what adjustments to make. QAP
participants are encouraged to share information and experiences or
call one another to ask questions about their procedures for handling
various situations. Institutions are also encouraged to visit other QAP
institutions' financial aid offices concerning solutions that worked for
other institutions.

Some quality improvement actions may require approval from
a higher level of authority. Therefore, it is important to share your

findings and proposed improvements with senior managers.

Gaining Management Support
and Approval

Presenting your plans for quality improvement to senior management
is important, and often necessary, to gain approval and support for
your efforts. Use this opportunity to share your ideas for addressing
problems you have identified and for informing others of your

accomplishments.
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‘ Why is it important to gain the support of senior managers?

There are several reasons for doing so. First, you may not be in the
position or have the authority to make decisions on your own, so you
may have to depend upon others to make those decisions for you.
Therefore, it is also important that individuals involved in the
decision-making process be well informed about your needs.

Second, if the cost of quality improvement exceeds your
budget, then you will need outside support to supplement your budget.

Third, there may be other institutional offices you want
involved in your plans for implementing quality improvement actions.
Therefore, it'is importaht to keep everyone informed of what you are
doing. Keeping managers involved through communication will
strengthen their commitment to the objectives of your QA Program.

You and the QA team can decide the best way to keep senior
management informed. Exhibit 4-4 provides some helpful tips on

: making effective management presentations. Management
O presentations strengthen communication and build support. The team
also may choose to prepare a written report as another form of

communication.

When to schedule quality improvements also is important, as
how and when to schedule them may affect other factors — such as
whether the quality improvement can be implemented at the beginning
of the processing cycle or during an interim phase. Availability of
resources (e.g., staff, dollars, equipment/ADP, and so on) also will
guide the team's planning decisions, such as whether to pursue quality

improvement actions sequentially or concurrently.

Includ ogress report on this
Note: Continuing institutions are nclude a progr P i

encouraged to implement quality activity as part of you End-of-Year Report.
improvement actions as early in the The t av choose 1o prepare a
award year as possible, however, you € team may s¢ to prep

should begin no later than October 1. brief report regarding other areas of

weaknesses identified and addressed through the QA process.

‘ Describe these areas and include plans for implementing improvement
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| EXHIBIT 4-4
TIPS FOR EFFECTIVE MANAGEMENT PRESENTATIONS

‘ Why Do You Need To Make A Presentation?

You need:

Senior management approval

Funding

Additional resources

Involvement from other campus offices

How Do You Obtain Approvai?

Prepare a written request
Conduct an in-person request/presentation

How Do You Prepare For The Presentation?

Identify the audience
Identify other key people
Identify key points, facts
Prepare an outline

Make assignments

Hold practice session
Check over the details
Do it!

What Should You Include In The Presentation Outline?

Introduction/road-map
Statement of problem
Impact of problem
Solution/quality improvement
Benefits

Action requested

Plan for reporting results
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‘ actions; and describe the strategies and schedule for the End-of-Year
Report.

Acnivity FIVE: MONITOR
AND FOLLOW-UP

To ensure successful implementation of quality improvement actions,
the team needs to follow up on all quality improvement actions taken.
Proper monitoring of activities must be in place to ensure that the
planned actions and steps have been completed and that the problems
identified have been solved. Please refer to the Master Calendar in
the Workbook Introduction for the tasks that you are required to
complete in subsequent years of participation. Remember that QAP
institutions are expected to report their progress to ED, as part of the
QA Program cycle. Chapter Five: Reporting Requirements will
explain your responsibilities in meeting these requirements. Complete

‘ the Quality Improvement Task Assessment form and place a copy in
the QA master File.

The QI Task has brought you full circle in the QA Program
cycle. You have conducted an assessment of your aid office policies
and procedures, implemented management enhancements, measured
the accuracy of student awards, and implemented quality
improvements. Each year the QA Program cycle helps you determine
the effectiveness of the quality improvements you implemented during
the previous year.

Through the QAP process you have gained new insight into
the workings of the financial aid office, other offices within the
institution, and your student population. This insight has provided you
with the ability to determine how to deliver Title 1V aid to your
students efficiently and accurately and to ensure accountability of
federal dollars. In addition, through the QAP cycle you and your QA

‘ team have become more proactive by identifying problems and
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proposing solutions. You have made sound decisions based on data
collected from your student population. The quality improvement < ‘
actions that you have implemented will have a lasting impact on the

effective delivery of student financial aid at your institution.

13 l) o
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TASK
ASSESSMENT

ASSESSMENT OF

QUALITY IMPROVEMENT TASK

1. Approximately how many hours were required for each of
the following levels of staff to complete the Quality
Improvement (QI) Task and worksheets? If no hours were
required of a certain level of staff, please enter zero (0).

Number of
Staff Level Hours

Professional — Paraprofessional (e.g.. QA Coordinator or
Counselor)

Clericat — Data Entry (e.g., secretary or word processor)

Student Workers

2. What resources other than staff did you require to
' complete the QI Task and worksheets? You should
include all equipment, materials, supplies, and so on, and
list what the costs were. Indicate whether this was a one-
time or an annual cost.
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- ASSESSMENT OF
QUALITY |MPROVEMENT TASK

' _(CONTINUED)

Dollar Value | One-Time or
Additional Resources &) Annual Cost
3. What benefits did your institution gain from completing

this particular task and its worksheets?
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o CHAPTER FIV
REPORTING SYSTEM

As you complete the cycle of tasks described in the previous
chapters, you will report biannually to ED and the Performance and
Accountability Improvement Staff (PAIS) on the progress you and
your QA Team have made, including successes you have had, and
any problems that might have occurred while completing the tasks.
These reports are part of the PAIS’s monitoring activities and will
help PAIS to determine: (1) each participating institutions' prog-

ress in administering its Quality Assurance Program; (2) whether

‘institutions are following QAP requirements; and (3) whether the

institutions need technical assistance or additional follow-up, (e.g..
via telephone or on-site review).

PAIS will review the reports for information on your insti-
tution's progress in areas such as completing QAP tasks,
implementing management and award accuracy enhancements and
quality improvements in financial aid operations, and outlining your
plan for accomplishing program goals. The Reporting System, in
turn, will provide you with an opportunity to describe the results
of your quality improvement program and its impact on managing
your delivery of student aid and service to your customers.
Information provided via the Reporting System also provides PAIS

with the assurance that there is accountability in the QAP.
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The reports will cover two reporting periods. The first,
Mid-Year Report, will cover progress on tasks and activities from
August through January, with the report due on February 15th.
The second, End-of-Year Report, will cover progress on tasks and
activities from February through July, with the report due on

August 15th.

PAIS will review all Mid-Year and End-of-Year reports,
and prepare their own management summary reports. PAIS also
will use the information from these two reports to recognize suc-
cessful institutions during the annual Recognition and Awards
Program (RAP). For more information on RAP, please refer to

Appendix D.

" GENERAL REPORTING

GUIDELINES -~ .+

MID-YEAR REPORT

All institutions must complete and submit to PAIS the Mid-Year
Report (see page 5 for New Institutions and page 7 for Continuing
Institutions) for the reporting period of August through January.
Institutions are required to provide a narrative statement on the
status of activities accomplished during this reporting period; and
you are encouraged to describe and highlight creative and innova-
tive steps you have taken or are planning to take to accomplish the
activities. In addition, describe how you formed or supported the
QA team(s) in your office, and report on the teams' progress and

accomplishinents. Be sure to explain any delays in initiating or

completing the activities included in this report.
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END-OF-YEAR-REPORT

All institutions also must complete and submit to PAIS the
End-of-Year Report (see page 6 for New Institutions and page 8 for
Continuing Institutions) for the ‘reporting period of February
through July. Institutions are required to provide a narrative state-
ment on the status of activities accomplished during this reporting
period. For new institutions, this report provides you with an

. opportunity to describe your accomplishments and challeﬁges to
institutional management and the Department of Education. Institu-
tions also can take this opportunity to detail their plans for the
coming year. At a minimum, the report should describe the
changes needed to further improve your management operations
and plans for continuous improvements for the coming year.

Continuing institutions should describe successful quality
improvements, as well as those that you were unable to implement,
and give the reason(s) why. The report should include a descrip-
tion of the changes needed to further improve your management
operations and plans for continuous improvements for the coming
year. You arc encouraged to expand this report to describe how
you used your QA teams to resolve problems and implement
solutions, and so on. The repcrt should include year-to-year com-
parative data analyses, results of quality improvements, and prog-
ress with team building and management enhancements.

For your convenience, pre-printed formats for each reporting
period are provided. However, you may redesign and automate
these forms as long as the required information is included on the
form. Each report must be signed by the Financial Aid Director or
a senior level manager familiar with the QA Program. Don't forget
to make a copy of each report, along with completed applicable

workshects, to put in your QA file.
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Institutions must make every effort to complete these re-

ports within the required timeframes. If there are difficulties in
meeting the reporting due dates, contact your Program Contact
Person to discuss a revised schedule. Even if you are unable to
complete QA i'rogram tasks within the required time period, you
should still submit the report for that time period, along with a
detailed explanation for the delays.

The Mid-Year and End-of-Year Reports should be in narra-
tive, typewritten form and as thorough as possible, with the appli-
cable worksheets attached. Submit one completed copy of each
report to your Program Contact Person at the following address:

(Program Contact Person)

U.S. Department of Education, PAIS
Quality Assurance Program

600 Independence Ave., S.W.
ROB-3. Room 3931

Washington, DC 20202-5232

You also may fax your report to your Program Contact
Person at (202) 708-9485. Please do not incur the added expense
of sending reports via Federal Express. If the reports are going to
be a few days late, call your Program Contact Person and inform
him or her of the delay. Please call your Program Contact Person
whenever you need assistance. or you can send an E-mail message

to your contact person at the following addresses:

Person Phone Email

Barbara Mroz 708-8439 Barbara_Mroz @ ED.GOV
Anne Tuccillo 708-9452 Anne_Tuccillo @ ED.GOV
Sharyn Plunkett 708-8443 Sharyn_Plunkett @ ED.GOV
Barbara Sanders 708-9476 Barbara_Sanders @ ED.GOV
John Hill 708-8497 John_Hill @ ED.GOV

Jacqulyn Bannister 708-7438 Jackie_Bannister @ ED.GOV
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QUALITY ASSURANCE PROGRAM
REPORTING SYSTEM

MID-YEAR REPORT — NEW INSTITUTIONS

INSTITUTION:

REPORT COMPLETED BY:

REPORT CERTIFIED BY:

REPORT PERIOD:

REPORT DUE DATE:

Name/Title

Please describe your institution's progress in carrying
out Management Assessment Activities:

Signature/Title

AUGUST - JANUARY

FEBRUARY 15, 19

Please describe your institution's progress in carrying
out Management Enhancement Activities:

a

a

Q

Prepare a narrative statement describing the progress made on the above tasks and attach to this report. Remember

MA activities have been completed.
Date Completed:

MA activitics have been initiated and are progressing as
scheduled.
Date Initiated:

MA activitics have not been initiated. but plan to complete

on time.

MA activitics have been imuated. but problems with
completion anucipated.
Date Initiated:

MA activitics have not been miiated and significant
problems with completion are cxpected.

Need technical assistance in the following areas:

.

.

ME activities have been completed.

Date Completed:

ME acuvities have been inttiated and are progressing as
scheduled.
Date Imuated:

ME activities have not been initiated, but plan to complete

on ume.

ME activities have been mitiated. but problems with
completion anticipated
Date Initiated:

ME acuvities have not been intiated and significant
problems with completion are expected.

to make a copy for your QA file.
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INSTITUTION:

REPORT COMPLETED BY:

REPORT CERTIFIED BY:

REPORT PERIOD:

REPORT DUE DATE:

QUALITY ASSURANCE PROGRAM
REPORTING SYSTEM

END-OF-YEAR REPORT — NEW INSTITUTIONS

Namel/Title

Please describe your institution's progress in carrying
out Management Assessment Activities:

Signature/Title

Please describe your institution's progress in carrying

FEBRUARY - JULY

AUGUST 15, 19

out Management Enhancement Activities:

Q

Q

Q

Attach a narrative statement summarizing this year's experiences and wgmf cant enhancements made during the year

MA activities have been completed.

Date Completed:

MA activities have been initiated and are progressing as
scheduled
Date Imtiated:

MA activities have not been imuated. but plan to complete
on time.

MA activities have been imitated. but problems with
completion anticipated.
Date tnitated

MA acuvities have not been initiated and sigmficant
problems with completion are expected.

Q

Q

3

ME acuvitics have been completed.

Date Completed:

ME activities have been initiated and are progressing as
scheduled.
Date Initiated:

ME activities have not been imuiated. but plan to complete

on time.

ME activities have been mitiated. but problems with
completion anticipated.
Date Initiated:

ME activities have not been initiated and significant
problems with completion are expected.

Need technical assistance in the following arcas:

as a result of quality assurance activities.

Q

ERIC

Aruitoxt provided by Eic:
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QUALITY ASSURANCE PROGRAM
REPORTING SYSTEM

MID-YEAR REPORT — CONTINUING INSTITUTIONS

INSTITUTION:

REPORT COMPLETED BY:

Name/Title
REPORT CERTIFIED BY:
Signature/Title
REPORT PERIOD: AUGUST - JANUARY
REPORT DUE DATE: FEBRUARY 15, 19____

Please check the box indicating the status of activities, initiated or completed.

TASK/ACTIVITY INITIATED | COMPLETED

% Update MA-1 - Task Calendar
% Update MA-2 - Flowchart

* Complete MA-3a - Comprehensive Assessment. or
# Complete MA-3b - Core Assessment, and
* Complete MA-3c - Focus Module

* Update ME-1 - Task Calendar
% Update ME-2 - Action Plans
% Update ME-3 - Summary Plan

% Complete AM-1 - Task Calendar
* Complete AM-2 - Select a Sample
* Complete AM-3 - Documentation Collection

#* Complete AM-4 - Verify Data and Calculate QA Readings

CcooC0o|000|o0000
000000000000

#* Complete AM-5 - Analyze Resuits

Prepare a narrative statement describing the progress made on the above tasks and attach to this report. Remember
to make a copy for your QA file.
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QUALITY ASSURANCE PROGRAM
REPORTING SYSTEM

END-OF-YEAR REPORT — CONTINUING INSTITUTIONS

INSTITUTION:

REPORT COMPLETED BY:

Name/Title
REPORT CERTIFIED BY:
Signature/Title
REPORT PERIOD: FEBRUARY - JULY
REPORT DUE DATE: AUGUST 15,19____

I —

Please check the box indicating the status of activities, initiated or completed.

TASK/ACTIVITY INITIATED
* Complete AM-1 - Task Calendar M|

* Complete AM-2 - Select a Sample

* Complete AM-5 - Documentation Collection
* Complete AM-4 - Verify Data and Calculate Readings
* Date Data Diskette Submitted

* Complete AM-S - Analyze Results

* Complete QI-1 - Task Calendar

% Complete QI-2 - Identify QA Readings

% Complete QI-3 - Identify Causes for QA Readings
% Complete QI-4 - Controlling QA Readings

% Complete QI-5 - Monitoring and Follow-Up

Attach a narrative statement summarizing this year's experiences and significant enhancements made during the year
as a result of quality assurance activities.

Provide a copy of Worksheet AM-2, the Summary Report and your data diskette to the contractor. ’
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o APPENDIX A

“STUDENT CONSUMER

" INFORMATION: CHECKLIST

YES NO

1) Does the institution publish and make readily available to all current and

prospective students a description of the following types of financial aid
progiams:

‘ a) Federal?
b) State?
c) Local?

d) Private?

00000
o000

e) Institutional?

2) Do the publications include:

a) Need-based programs?

(N
OO

b) Non-need-based programs?

3) Does the information provided describe:
a) The procedures and forms for applying for assistance?
b) Student eligibility requirements?

c) The criteria for selecting recipients?

o000
0000

d) The criteria for determining the award amount?

4) Does the institution describe the rights and responsibilities of students
receiving financial assistance?

‘ r

O
O

333




YES NO ‘
5) Does the rights and responsibilities information include: |
a) Criteria for continued student eligibility under each program?
b) Standards of SAP for receiving financial payments?

c) Criteria by which the student who has failed to maintain SAP may
re-establish eligibility?

d) The method by which financial aid payments will be made?
e) The frequency of financial aid payments?

f) The terms of any loan received by a student as part of the financial
aid package?

g) A sample repayment schedule?
h) A discussion of the necessity for repaying loans?

i) The general terms and conditions applicable to employment provided
as part of the student's financial aid package?

0 000 OO0 00
g o000 000 00

6) Does the information include costs of attendance such as:

a) Tuition and fees charged to full-time and part-time students? Q Q
b) Estimates of necessary books and supplies? Q Q
c) Estimates of typical room and board charges? Q Q O
d) Transportation costs for commuting students and for students living
on or off campus? ' a a
e) Additional cost of a program in which the student is enrolled or
expresses an interest? Q g
7) Does the institution provide information concerning its refund policy
for the return of unearned tuition and fees or other refundable portion of
costs paid to the institution? Q U
8) Does the institution provide information on 1ts policies regarding refunds
due to the Title IV programs? W a
a) Are the refunds credited to the Title IV programs in the following
order: FFEL - William D. Ford Federal Direct Student Loan
Program - Federal Perkins Loans - Federal Pell - FSEOG - other
Title IV student assistance - the student? a g
9) Does the institution include information concerning the academic
program including: | U
a) The current degree programs and other educational and training
programs? Q U
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. YES NO
b) The instructional, laboratory, and other physical facilities which
relate to the academic program? Q Q
¢) Faculty and other instructional personnel? Q Q
10) Does the information include:
a) The names of accrediting, approving, or licensing agencies or bodies? U Q
b) The procedures by which those documents may be reviewed? Q Q
¢) The procedure by which the institution would make available, upon
request, a copy of the documents describing its accreditation,
approval, or licensing? Q Q
d) A description of any special facilities and services available to
handicapped students? : a Q
e) The titles of persons designated to disseminate consumer information? U Q
f) Information regarding how and where they may be contacted? a Q

11) Does the institution designate an employee to be available on a full-
time basis to assist current or prospective students in obtaining the
information required by these regulations (waiver available based on

‘ size of enrollment)? a Q
12)

If the institution has a study abroad program, do they have a statement

that the enroliment in the study abroad program is approved for credit

by the home institution and may be considered enrollment in the home

institution for purposes of a student applying for federal student

financial assistance? Q Q

13) Does the institution provide information on the required Right-to-Know
and Campus Security Act? Q Q

14) If the institution advertises job placement rates, does it make available
the relevant state licensing requirements of jobs for which the course of
study is designed to prepare students, and the most reliable employment
and graduation statistics, or any other information necessary to support
the truthfulness of the advertisement? Q Q

XD 3 3¢
\_) \1‘
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‘SATISFACTORY ACADEMIC..

'PROGRESS CHECKLIST

YES NO
1) Did the institution establish, publish, and apply reasonable standards for
measuring whether a student is maintaining SAP in his/her course of
study? a d
2) Do the standards conform with the standards of the institution's
nationally recognized accrediting agency, (if applicable)? a Q
3) If the institution's policy conforms with its accrediting agency's standards,
does it meet all of the Title IV program requirements? a d
4) Are they the same as or stricter for a student who is receiving Title IV
assistance, than for a student enrolled in the same program who is not
receiving Title IV assistance? , a a
5) Do the standards include the following elements:
a) Grades, work projects completed, or comparable factors that are
measurable against a norm? Q O
b) A maximum time frame in which the student must complete his/her
educational objective, degree, or certificate? a a
Is the time frame:
1) Determined by the institution? Q a
ii) Based on the student's enrollment status? a Q
iii) Divided into increments, not to exceed one academic year? a a
c) An established schedule of the minimum percentage or amount of
work that a student must successfully complete at the end of each
increment in order to complete the educational objective, degree, or
certificate within the maximum time frame? a a
d) A determination at the end of each increment by the institution
whether the student has successfully completed the appropriate
percentage or amount of work according to the established schedule? a a
¢) Consistent application of standards to all students within categories
of students (e.g., full-time, part-time, undergraduate, and graduate
students) and programs established by the institution? Q a
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f)

Specific policies defining the effect of course incompletes,
withdrawals, repetitions, and noncredit remedial courses on
satisfactory progress? Q g

g) Specific procedures under which a student may appeal a
determination that the student is not making satisfactory progress?

0o
00O

h) Specific procedures for reinstatement of aid?

6) Does the institution check that the student is making satisfactory
academic progress each payment period (even if its increment for
measuring quantitative progress is an academic year)? Q Q

7) Does the institution determine that the student is making SAP at the end

of the second academic year on the basis of:

a) The student has at least a cumulative GPA of C or its equivalent, or
academic standing consistent with its graduation requirements; or Q g

b) The student's failure was caused by:

i)  The death of a relative of the student?

ii)  An injury or illness of the student?

0 iii) Other special circumstances?

000
000
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WRITTEN VERIFICATION PoLICIES |

AND PROCEDURES CHECKLIST -

1))
2)

3)

YES NO

Does the institution have written verification policies and procedures? Q Q
Do thé procedures include:
a) What deadlines applicants have to meet for providing information? Q Q
b) What action the institution will take if the applicant does not provide

the information before the deadline? a a
¢) How the institution will notify applicants if the award changes

because of verification? Q Q
d) How the institution requires applicants to correct information? a ]
e) The procedures detailing how the institution will make referrals to the

Inspector General's office in cases of suspected fraud or criminal

misconduct? Q a
Do the procedures detail a process for furnishing, to each applicant
selected for verification:
a) A clear explanation of the documentation needed to satisfy the

verification requirements? Q |
b) The applicant's responsibilities with respect to verification including

deadlines for completing any required actions? a Q
c) The consequences of failing to complete verification? Q d

338

APPENDIX A: STUDENT CONSUMER INFORMATION CHECKLIST




=

' DRUG-FREE SCHOOLS AND

.3

- CAMPUSES COMPUANCE CHECKLIST

YES NO

1) Does the institution have a drug abuse prevention program? Q Q

2) Does the institution maintain a copy of its drug abuse prevention
program? Q Q

3) Annual distribution, in writing, to each employee and to each student
who is taking one or more classes for any type of academic credit, except
for continuing education units, is required. Is the following information
provided:

a) Standards of conduct that prohibit unlawful possession, use, or
distribution of illicit drugs and alcohol on its property or as part of
its activities?

U
O

b) A description of the applicable legal sanctions under local, state, or
federal law for the unlawful possession or distribution of illicit drugs
and alcohol?

c) A description of the health risks associated with the use of illicit
drugs and th= abuse of alcohol?

d) A description of any drug or alcohol counseling, treatment, or
rehabilitation or re-entry programs that are available?

e) A clear statement that the institution will impose disciplinary
sanctions, and a description of those sanctions?

o 0O 0O 0O
o O 0O O

4) How is the above information distributed to the students (mailings,
orientations, workshops, and so on)?

5) How is the above information distributed to employees? (mailings,
orientations, workshops, and so on)?

6) Do the mieans of distribution provide that all employees and students
receive the materials”? -4 Q
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7)

8)

9)

10)

1)

Does the institution conduct biennial reviews of its drug prevention

program to determine effectiveness, implement changes, and ensure that
disciplinary sanctions are enforced? a a

How are biennial reviews conducted?

Has the institution's drug prevention program been selected for review
by the Secretary? Q Q

If yes, has the institution made available, to the Secretary and the public,
a copy of each required item in the drug prevention program, and the
results of the biennial review? Q Q

Is the institution aware that any information related to its ccmpliance
with the drug prevention program must be retained for three years? Q a
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- CAMPUS SECURITY .

'ACT CHECKLIST . -

YES NO

1) Has the institution compiled an annual campus security report? (Final
regulations on campus security were published on April 29, 1994.) Q Q

2) Does the report:

a) Provide information regarding campus security policies and campus
crime statistics? ‘

b) Discuss the role and function of campus security personnel?

c) Discuss the institution's procedures for reporting (and responding to
reports of) emergencies and crimes?

d) Discuss institutional security policies regarding on- and off-campus
facilities?

C O 00
0 0O 00

e) Describe the informational programs available to students and
employees about crime prevention, campus security, and alcohol
or drug abuse (as required by law)?

O
O

f) Include data on the occurrences of murder, sex offenses, robbery,
aggravated assault, burglary, and motor vehicle theft on campus, as
reported to campus security personnel or local law enforcement
authorities, during the previous three years (data collection to begin
on August 1, 1991)? ' Q Q

g) Include statistics for on-campus arrests for liquor law violations,
drug abuse violations. and weapons possessions (data collection to
begin on August 1, 1991)? Q Q

h) Outline the institution's policy regarding alcohol- and drug-related
violations (including use, sale, possession, and underage drinking)? Q

i) Include an explanation of the institution's sexual assault prevention
program and procedures? Q Q
3) s the report:

a) Distributed annually to all students and cmployees (upon request,
to prospective students and employees)?

00
00

b) Included in institutional publications and mailings?
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ADDIMONAL DISCLOSURE FOR SCHOOLS THAT
AWARD ATHLETICALLY-RELATED STUDENT AID

YES NO
1) Does the institution provide information about the number of students

who receive athletic aid as compared to the total number of students at
the institution? a a

2) Does the institution provide a completion rate for student athletes
compared to the rate for the student body at large? a Q

3) Has the institution provided this information (effective 7/1/93) to the
Secretary in an annual report and to each potential student athlete, his/her
parents, guidance counselor, and high school coach whenever athletic
aid is offered? (The data available on 7/1/93 will be based on the period
from 7/1/91 through 6/30/92. Annually thereafter, the institution will
update and report the data on 7/1, for the one-year period ending 6/30
of the preceding year.) a Q

4) Does the institution report the average completion rates for the four most
recent classes of students, for the total student population, and for those
students receiving athletic aid? a

5) Does the institution report completion rates by race and sex? U U

6) Is data broken into the following sports categories: basketball, football,
baseball, cross country — track, and all other sports combined? a U

7) Has the institution compiled an annual report, within six months of the
end of each fiscal year, that provides the following figures:
a) Total institution revenues earned from intercollegiate athletics? a .

b) Revenues earned from each of the following sports: football,
men's basketball, women basketball, other men's sports combined,
and other women's sports combined?

(.
00

c) Total revenues and total operating expenses of the institution?

8) Is the report independently audited every three years? . a

9) Is the information contained in both the report and the audit avatlable to
the Secretary and the public? a a
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CINITALAND EXIT

COUNSELING CHECKLIST

INITiIAL COUNSELING

1)

2)

3)

4)

3)

6)

Does the institution conduct initial counseling with each FFEL and
FDSL borrower in person or by videotape presentation prior to release
of the first loan made to the borrower for attendance at that
institution?

Does the institution have an individual with expertise in the Title IV
programs reasonably available shortly after the counseling to answer the
borrower's questions regarding the programs?

Does the entrance interview emphasize to the borrower the seriousness
and importance of the borrower's repayment obligation?

Does the entrance interview describe in forceful terms the likely
consequences of default, including adverse credit reports and litigation?

Does the entrance interview emphasize that the borrower is obligated to
repay the full amount of the loan even if the borrower does not complete
the program, is unable to obtain employment upon completion, or is
otherwise dissatisfied with or does not receive the educational or other
services that the borrower purchased from the institution?

Does the institution have documentation of initial counseling in the
borrower's file?

Exit COUNSELING

1)

2)
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Does the institution conduct in-person exit counseling with each FFEL
and FDSL borrower shortly before the borrower ceases at least half-time
study at the institution?

If the borrower withdraws from the institution without the institution's
prior knowledge, or fails to attend an exit counseling session, has the
institution mailed written counseling material to the borrower within
thirty days?

YES

NO




3)

4)

5)

6)

7)

Does the institution:

a) Inform the student of the average anticipated monthly repayment for
those students based on that average indebtedness? Q Q

b) Review for the borrower available repayment options like loan

consolidation, refinancing?

c) - Suggest to the borrower debt management strategies that would best

facilitate repayment?

Does the exit interview emphasize to the borrower the seriousness and
importance of the borrower's repayment obligation? a Q

Does the exit interview describe in forceful terms the likely consequences
of default, including adverse credit reports and litigation? a Q

Does the exit interview emphasize that the borrower is obligated to repay

the full amount of the loan even if the borrower does not complete the

program, is unable to obtain employment upon completion, or is otherwise

dissatisfied with or does not receive the educational or other services that

the borrower purchased from the institution? Q Q

Does the institution maintain documentation of exit counseling in the
borrower's file?

a4
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-'D'_EFAU_L'T REVIEW CHECKLIST :

Default Rate Category

FY _ Def. Rate: # of Borrowers:
FY —_ Def. Rate: # of Borrowers:
FY — Def. Rate: # of Borrowers:
GENERAL
YES NO

Institutions With Default Rates Above 20 percent
1) Did the institution appropriately submit a default management plan to the

U.S. Department of Education for approval? Q Q
2) Approval Date
3) Has the institution implemented its approved default management plan? a Q
4) Does the institution perform an annual self-evaluation of its administration

of the Title IV programs? [App D, 1V] Q Q
Institutions With Default Rates Above 40 percent
1) Has the institution adopted Appendix D as its default management pian? Q G

STUDENT ACCOUNTS

Institutions With Default Rates Above 20 percent
1) Is the institution delaying the certification of Stafford or SLS loans? Are

loans delivered no later than 45 days after the date of enrollment? Q Q
Institutions With Default Rates Above 30 percent
1)  Are pro-rata refunds applied to Stafford and SLS recipients as of the date

the institution was notified that its default rate exceeded 30 percent or November

21, 19897 a Q
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YES NO

2) Are pro-rata refunds applied to all Title IV recipients as of July 1, 1990
(only first-time recipients as of July 1992)? Q Q

3) Has the institution implemented measures to ensure that loan proceeds are
not released until 30 days of the enrollment period have elapsed for all
first-time Stafford borrowers? a Q

4) If the institution is required to implement Appendix D, does the institution have
a policy that requires its first-time borrowers to come in and endorse the
loan check and pick up referred checks in person? [App D, 1, 8) Q Q

ADMISSIONS

Institutions With Default Rates Above 20 percent

1) Does the institution have procedures in place to ensure that students
admitted to a program have a reasonable expectation of success?

[App D, I, 1] a Q

2) Does the institution have effective academic counseling programs and
support services in place, which assist the academically high-risk student?
[App D, I, 2] _ a a

3) Does the institution adequately review its attendance or other records to
identify students withdrawing without notice to the institution?

{App D, 1, 4] Q Q

4) If the institution has a commissioned enrollment representative, does it
also have a compensation structure that is based on retention of students?

[App D, 1, 5] a 4
FINANCIAL AID
All Institutions
1) Does the institution have an initial loan counseling program? Q Q

2) Does the institution have an exit loan counseling program?

3) Is the institution delaying the certification of Stafford or SLS loans? Are
loans delivered no later than 45 days after the date of enrollment? Q Q

946
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Institutions With Default Rates Above 20 percent

D

2)

Does the institution collect additional references and make these
references available to the lender upon request? [App D, IlI, 3]

Are students informed prior to signing the loan application that the loan
must be repaid regardless of satisfaction or dissatisfaction with the
program of study? [App D, 111, 4]

Initial and Exit Counseling

)

Does the institution use audiovisual materials to enhance the effectiveness
of its counseling? [App D, III, 6}

Entrance Counseling

1y

2)

3)

4)

5)

6)

7)

Does the institution test potential borrowers on their knowiedge of the
terms and conditions of their loan? [App D, III, §, (a), (1)]

Does the institution fully explain to each borrower their rights and
responsibilities under the FFEL and FDSL loan program?
[App D. 111, S, (a), (2)]

Does the institution inform the student of the average indebtedness and
repayment data for all students and the potential indebtedness and

repayment data for each student individually? [App D, 111, 5, (a), (3)]

Does the institution inform each borrower of the consequences of default?
[App D, III, 5, (a), (3), (ii)]

Does the institution review repayment options? [App D, Ill, 5, (a), (4)]

Does the institution explain the sale of loans and the use of servicers?
{App D, 111, 5, (a), (5)]

Does the institution provide debt management strategies?
[App D, 111, 5, (a), (6)]

Exit Counseling

D
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Does the institution test borrowers on their knowledge of the terms and
conditions of their loan? [App D, 111, 5, (b), (1)}

Does the institution provide a sample loan repayment schedule to each
borrower? [App D, IIL 5, (b), (2)]

Does the institution provide the name and address of the lender(s) to the
student? [App D, IIL. 5, (b}, (3)]

YES

NO




YES NO

4) Does the institution provide guidance to the borrower on the preparation
of correspondence to the lender and the completion of deferment forms?
[App D, 111, 5, (b), (4)]

5) Does the institution update borrower references? [App D, III, 5, (c)] Q

BORROWER CONTACT

1) Does the institution have procedures for contacting the borrower during

the grace period? [App D, 111, 2] Q Q
2) Does the institution contact each borrower for whom the lender requests
pre-claims assistance? [App D, III, 1] a ;|
PLACEMENT
1) Has the institution expanded its job placement program? [App D, II, 1] Q a

2) Does the institution have a liaison for job information and placements
with appropriate public and private agencies? Q a

3) Has the institution contacted its accrediting body to explore possible
enhancements to reduce its withdrawal rate? [App D, I, 3] Q a

4) Has the institution contacted its accrediting body to explore possible
enhancements to improve its job placement and licensing? [App D, 11,2] U Q

~ o
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'-:PERKINS./_N.D:SL DuE

~ DILIGENCE CHECKLIST

CONTACTS WIiTH THE BORROWER

YES NO

1) Does the institution conduct exit interviews? Q U

2) Does the institution make the following grace period contacts?

a) 9-month initial grace period?

b) 6-month initial grace period & post deferment grace periods?
¢) 90 days after the commencement of any grace period?

d) 150 days after the commencement of any grace period?

CO0000O
00000

e) 240 days after the commencement of any grace period?

0 BILLING PROCEDURES
Type of Billing System Used:
Coupon System ([ OR Billing System (]

1) Does the institution send a:
a) Statement of account at least 30 days before first payment due date? Q Q
b) Statement of account 15 days before due date of subsequent
payments? Q U
2) Overdue Notices:
a) First overdue notice 15 days after payment due date?

b) Second overdue notice 30 days after first overdue notice?

OO0 U
OO0 0

¢) Final Demand Letter 15 days after second overdue notice?
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3)

Late Charges:

a) Late charges assessed for period of enrollment beginning on or after
1/1/86?

b) Borrower notified of the amount of the late charge imposed?

4)  Acceleration (If loan is accelerated):
a) Notice of intent to accelerate provided 30 days before acceleration?
b) Notice of acceleration provided on or after the effective date of
acceleration?
5) Telephone Contact (If borrower does not respond to Final Demand Letter):
a) Telephone contact made with borrower before beginning collection
procedures?
ADDRESS SEARCHES

If mail, other than unclaimed mail, sent to borrower is returned undelivered,
institution shall take steps to locate the borrower.

1

2)

3)

4)

5)

Are institutional records reviewed in all appropriate offices for an updated
address on the borrower?

Are telephone directories and information operators used to obtain new
address?

Is ED’s Skiptracing Service used?

If all of the above fails:
a) Are institutional personnel used to attempt to locate the borrower?
b) Or is the account referred to a commercial skiptracing service?

If skiptracing is unsuccessful is a reasonable attempt to locate the
borrower made at least twice a year?

COLLECTION PROCEDURES

Y]

Is the defaulted borrower reported to credit bureau. unless prohibited by
state law?

OO0

OO0
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‘ YES NO

2)  Are institutional personnel {J OR a collection firm [ used to collect?

3) Is a second collection firm used? (12-month limit on unsuccessful
collection attempt by any entity.)

4) Are collection costs assessed against the borrower?

5)  Are annual attempts made to collect from the borrower? Q

6) Is the fund reimbursed for all collection costs initially charged to the
fund and subsequently paid by the borrower? Q Q

LIMGATION PROCEDURES

Does the institution have procedures in place:

1) If borrower owes total amount of $200 or more (principal, interest, late
charge, and collection costs) on a combination of Defense, Direct, or

“ Perkins loans? Q
. Q

2) If borrower can be located and easily served?

3) If borrower has assets or income to satisfy major portion of outstanding

debt? Q Q

4) If borrower does not have a valid defense that will bar judgment for the
institution? Q Q

5) If expected litigation costs, including atty's fees, do not exceed amount
which can be recovered? Q .

BANKRUPTCY PROCEDURES

Upon receipt of bankruptcy notice:

1) Does collection effort cease? Q Q

2)  Does the institution file a proot of claim (unless Chapter 7 notice states
borrower has no assets)? Q Q
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3) Does the institution suspend collection efforts against any endorser? a a
4) Are proper objections and complaints filed, if appropriate? Q a
RESUMPTION OF COLLECTION

Does the institution resume collection from the borrower if:
1) The borrower's petition for relief in bankruptcy has been dismissed?

2) The court has denied borrower request for undue hardship discharge?

3) The borrower's ioan is not excepted from discharge under other
applicable provision of the Code? a (I

4) The bankruptcy petition didn't provide for the loan obligation or
unsecured claims in general? Q Q

5) Resumed collection from the endorser of a loan in which a borrower has
filed Chapter 13 and the case has been completed or dismissed, or the

stay has been filed? Q Q
6) Does the institution deposit any payment received from a borrower into
the fund after a loan has been discharged in bankruptcy? Q Q
ASSIGNMENT

Has the institution only submitted a defaulted loan for assignment if:

1) The institution is unable to collect despite complying with due diligence
requirements? a (I

2) The total amount of the borrower account (principal, interest, late
charges, and collection costs) is $200 or more on a combination of
Defense, Direct, and Perkins loans AND the loan has been accelerated? | Q
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 FEDERAL WORK STUDY

YES NO

1) Does the institution have a policy for the maximum number of hours

(per week or pay period) that a student can work under FWS? O a

If yes, what happens if student exceeds the maximum number of hours?
2) s there any policy for how many consecutive hours a student can work

without getting a break? (The institution must ensure it meets state or

local requirements.) Q a
3) Is the institution's process for tracking to ensure students do not exceed

award amount effective? O a
4)  What happens if a student does exceed the award amount, especially if no

@ additional need can be determined?

5) Does the institution pay students at least once a month? U O
6) Does the institution include a certification that each student has worked

and earned the amount being paid either on the time sheet or some other

document signed by the supervisor? Q Q
7)  Check the supervisor's signatures on timesheets. Do the timesheets

require an original supervisor's signature? U U
8) Does the student fill in the hours before the timesheet is signed? Q

G)  Who submits timesheets for payment?
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< APPENDIX
GLOSSARY OF TERMS

Ability to Benefit
(ATB)

Academic Year

Acceptable
Documentation

Accounting Period

Adjusted Gross
income (AGI)
Aggregate Data

Allowances

A postsecondary education eligibility standard for persons who (a) do
not have a high school diploma or its recognized equivalent and (b) are
beyond the age of compuisory school attendance. To be eligible to
receive Federal Title IV financial aid, Public Law 102-26 requires
these persons to pass an independently administered test approved by
the U.S. Secretary of Education.

A time period of at least 30 instructional weeks in which a full-time
student is expected to complete 24 semester hours or 36 quarter hours
at an institution using credit hours, or at least 900 clock hours at an
institution using clock hours.

When referring to verification, or when decisions are made about
student data, this means written documents, such as U.S. income-tax
returns and signed statements from the applicant and the applicant's
family, that substantiate information reported on a student aid applica-
tion. The Verification Guide lists documents accepted as proof that
applicant data is accurate. See also Documentation.

A time period for which financial records are maintained and, at the
end of which, financial statements are prepared.

An income figure taken from a completed federal income-tax form
filed in compliance with IRS regulations and guidelines.

QA readings compiled from more than one institution.

Financial modifications included in need-analysis formulas to provide
for a family's non-discretionary expenses or to allow them to shelter
assets or income for retirement or emergency purposes. In establishing
students' costs of attendance (COA), allowances are reasonable
amounts allotted by an institution to reflect most families' financial
circumstances.
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Applicable Interest

Rate

Assets

Audit

Audit Guide

Authorization
(legislative)

Authorization
(spending)

Automatic Zero
EFC (Expected
Family
Contribution)

The maximum annual interest rate that a lender may charge on a

student loan as statutorily mandated by the Higher Education Act
(HEA).

The property that must be reported on a student financial aid applica-
tion. These are financial holdings such as cash on hand in checking
and savings accounts, trusts, stocks, bonds, other securities, loans,
receivables, real estate (but excluding the home), business equipment,
and business inventory.

An independent examination of financial transactions, accounts, reports,
and compliance with applicable laws and regulations to determine
whether the institution is maintaining effective control over revenues,
expenditures, assets, and liabilities; whether the institution is properly
accounting for resources, liabilities, and operations; whether financial
reports contain accurate, reliable, and useful financial information and
are accurately presented; and whether the institution is complying with
applicable laws, regulations, and ED directives. A financial audit also
studies and evaluates the institution's internal accounting and adminis-
trative controls, as well as the policies, procedures, and practices used
in administering student financial assistance programs. See also Inde-
pendent Audit.

The reference manual designed to assist independent auditors perform-
ing audits of Title IV student financial aid programs.

A Congressional legislative act that establishes a program, specifies its
general purpose and conduct and, unless open-ended, sets a ceiling for
the dollar amount that can be used to finance it. An authorization must
be enacted before dollar amounts can be appropriated for spending.

The approved expenditure level for the Pell Grant program for an
award year. Throughout each award year, ED notifies each participat-
ing institution of its authorized level of expenditures. See also State-
ment of Account (SOA).

As a result of the Higher Education Amendments-of 1992, certain
students are automatically eligible for a zero EFC (Expected Family
Contribution). A dependent student qualifies if the student's parents
filed, or are eligible to file, an IRS Form 1040A or 1040EZ or are not
required to file and the sum of both parent's adjusted gross incomes or
earned incomes is $12,000 or less. An independent student with
dependents other than a spouse qualifies if the student (and spouse, if
applicable) filed or is eligible to file an IRS Form 1040A or 1040EZ
or the student's (and spouse's, if applicable) is not required to file and
the sum of the student (and spouse, if applicable) adjusted gross in-
come(s) or earned income(s) is $12,000 or less. See also Expected
Family Contribution (EFC). el
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Award

Award Adjustment
or Revision

Award Letter

Award Packaging
Award Year

Base Year (for
financial aid
awards)

Best (or

Documented)
Data

Bias

Board (as in “room
and board”)
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A specific amount of financial assistance to pay for educational costs
offered to a student through financial aid programs. Also, the approval
of financial assistance to students, as in one function of an institution
is to award Campus-based financial aid to students who meet all the
eligibility criteria.

An action by a financial aid office resulting in an increase, decrease,
program-source substitution, or cancellation of a student's financial aid
award. This may be necessitated by factors such as a change in the
student's enrollment status or a change in the financial circumstances
of the family or student.

A letter that notifies student financial aid applicants that they have
qualified for financial aid and informs them about the assistance being
offered. An award letter usually gives information on the types and
amounts of aid offered, as well as specific loan program information,
student responsibilities, and the conditions that govern the award(s).
Generally, an award letter gives students the opportunity to accept or
decline the offered aid.

See Packaging.

The time period from July 1 of one year through June 30 of the fol-
lowing year for which financial aid awards are made.

The 12-month period ending on December 31 of the preceding award
year. For example, calendar year 1994 is the base year for the 1995-
96 award year.

The information received when the sampled students are verified; it is
either the most up-to-date information or the information for which
there is verification; type of data can be used to explain type of vari-
ance.

The degree to which subgroups of the designated target population
participate differentially.

The cost of a food allowance or meal plan. See also Room.




Branch Campus

Business Assets

Business Office

Campus-based
Programs

Cancellation
(of a loan)

Capitalizing
Interest

Carry Back/Carry
Forward

A location of a school that is geographically apart and independent of
the school's main campus. To be independent, a location must be
permanent in nature; offer courses in educational programs that lead to
a degree, certificate, or other recognized educational credential; have
its own faculty and administration; and have its own budget and hiring
authority. Additionally, for accrediting purposes, the definition in-
cludes a location that offers at least 50% of an educational program.
A branch campus must be individually certified to be eligible to partic-
ipate in Title IV programs.

Property used to operate a trade or business, including real estate,
inventories, buildings, machinery and other equipment, patents, fran-
chise rights, and copyrights. These are considered in determining a
student's Expected Family Contribution (EFC) to school costs. See
also Expected Family Contribution (EFC).

The school office responsible for an institution's financial accounting,
including Title IV aid program activity. The office disburses financial
aid award payments to students and student accounts and processes,
loan checks. At various schools, it is sometimes referred to as the
fiscal office, finance office, bursar's office, comptroller's office, or
student accounts office. See also Separation of Functions.

The term applied to three Federal Title IV student aid programs admin-
istered on campus by eligible postsecondary education institutions:

* the Federal Perkins Loan,

* Federal Work-Study (FWS), and

» the Federal Supplemental Educational Opportunity Grant (FSEOG)
Program.

See also individual program names.

The result that occurs when a borrower meets specific requirements
that permit nullifying the borrower's obligation to repay a designated
portion of principal and interest on a student loan.

A process in which a lender adds unpaid interest to the loan principal.
Capitalizing is a way to postpone interest payment; it increases the
amount of the principal and, consequently, the total amount that must
be repaid.

A special provision of the Federal Work-Study (FWS) Program that
allows an institution to transfer up to 10% of its annual FWS allocation
back to the previous award year or forward to the next award year. In
addition, as of October 1, 1993, a school may usc its next year's
allocation to make FWS payments to students for wages earned after
the end of the academic year but before the beginning of the next
award year. See also Federal Wpik:Study (FWS).
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Cash Advance

Central Processing
System (CPS)

Certificate of
Citizenship

Certificate of
Naturalization

Clock Hour

Clock-Hour Schools

Code of Federal
Regulations (CFR)

Community Service
Learning (CSL)

Commuting Student

Conflicting
Information

A transfer of funds from a federal agency (generally either the U.S.
Treasury or Federal Reserve Bank) to a school.

See Federal Central Processing System (CPS).

A document for U.S. citizens born outside the U.S. that certifies they
are U.S. citizens.

An Immigration and Naturalization Service (INS) document given to

individuals who were not born in the U.S. when they become natural-
ized U.S. citizens.

The equivalent of either a 50- to 60-minute class, lecture, or recitation
in a 60-minute period; or a 50- to 60-minute faculty-supervised labora-
tory, shop training, or internship in a 60-minute period; or 60 minutes
of preparation in a program of study by correspondence. Compare
Credit Hour.

Institutions that measure academic programs in clock hours. See
Academic Year and Clock Hour. Compare Credit-Hour Schools.

The compilation of all federal laws, regulations, and procedural rules.

Regulations implementing Title IV financial aid programs appear as 34
CFR.

A part of federal Work-Study (FWS), student-held Community Service
Learning (CSL) jobs aim to develop, improve, and expand community
services for low-income individuals and families to improve the quality
of their lives. See Federal Work-Study.

A student not living in housing provided by the postsecondary institu-
tion the student is attending.

Information, held by any office in a school, that conflicts with the
information on a student's application for federal student aid. Schools
must have an adequate system for finding and resolving any conflicting
information prior to disbursing federal aid to a student. Although this
requirement is separate from verification, any such conflicting informa-
tion might be an indication of additional problems and a schoor may,
on the basis, choose to verify such a student's information.
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Consolidation Loan

Continuous Quality
improvements

Contribution from
Earnings

Corrective Antion
Plan

Correspondence
Course or Program

Cost of Attendance
(COA)

Credit-Hour
Schools

Data Quality

A loan originated by the Student Loan Marketing Association (Sallie
Mae) or other eligible lenders. The loan combines into one loan
multiple loans made under Title IV programs and the Health Profes-
sions Student Loan (HPSL) Program. Delinquent or defaulted borrow-
ers may be allowed to reenter repayment through a consolidation loan.
Federal Direct Consolidation Loans were created as part of the Student
Loan Reform Act (SRLA) of 1993; they are arranged through ED's
Direct Loan Servicer.

Process of continually improving the data used in the Title IV delivery
process, including the accuracy of awards.

A percentage of a dependent student's base-year earnings that the
student is expected to contribute to education costs. See also Base
Year.

A written plan an institution submits to ED, as required by an ED
official. a hearing official, or the U.S. Secretary of Education. In this
plan, the institution explains what reasonable and appropriate steps it
will take to remedy any violation(s) of applicable laws, regulations,
speciul arrangements, agreements, or limitations on present or prior
financial aid audit or program review findings.

A “home study” course provided by an institution to students who are
not physically attending classes. 1f a program is part correspondence
and part residential. it is considered a correspondence course. Some
correspondence programs require a period of residential training. In
some instances a telecommunication course is considered a correspon-
dence course. See also Telecommunication Course.

A school determines students’ cost of attendance (COA) in accordance
with the Federal Needs Analysis Methodology. The COA is an esti-
mated student budget that includes tuition and fees and allowances for
room and board; books, supplies. transportation. and miscellaneous
personal expenses; dependent care; disability-related expenses; study-
abroad expenses; expenses related to employment in cooperative
education programs; and loan fees. The term “cost of education” is
often used interchangeably with cost of attendance. See also Source
Document.

Schools with academic programs that measure progress by completed
courses assigned specific numbers of credit hours. See also Academic
Year and Credit Hour. Compare Clock-Hour Schools.

Minimal regulatory errors or variances resulting from a complex
delivery system that are determined in the Program Assessment (Step
3) measurements. \
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Data (or Error)
Variance

Debt Management
Counseling

Default

Deferment (of loan)

Delivery System
(Title 1V)

Departmental
Schoiarship

Dependent Student

Dependents

Differential
Treatment

Direct Loan

Disbursement
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See also Variance.

Counseling for students on the subject of assuming debt and handling
accumulated indebtedness. It projects expected monthly loan payments
and details the length of the student-loan repayment period.

For Perkins Loans: The failure of a borrower to make a loan in-tall-
ment payment when due or to meet other terms of the signed promis-
sory note or written repayment agreement. For FFEL ana Direct
Loans: Failure to repay (a) for 180 days for a loan repayable in
monthly instaliments; or (b) for 240 days for a loan repayable in less
frequent installments. There can be serious legal consequences for
student-loan defaulters.

A period during which repaying loan principal is suspended as a result
of the borrower meeting one or more of a number of deferment re-
quirements established by law. Interest expenses continue to accumu-
late during deferment.

The financial aid process that begins with a student's submission of an
application for Title IV student financial aid and ends with the
student's receipt of funds.

An award of gift assistance specifically designated for a recipient in a
particular department within the school, college, or university. It may
be a need-based award, but it does not have to be.

For the purposes of Federal Title IV financial aid, a student who does
not meet any of the criteria for an independent student must be classi-
fied as a dependent student. Compare Independent Student.

Generally, spouse, children, and/or other household members for whom
the parent (or aid applicant) provides more than one-half of the finan-

cial support.

The manner in which QA student files are handled so as not to make
a distinction from other student files.

See William D. Ford Federal Direct Student Loan Program.

The process by which financial aid funds are distributed to students for
use in meeting educational and related living expenses.
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Disclosure
Statement

Discretionary ltems

Distribution
Formulas

Documentation

Documented Data

Drop-Out Date

Electronic Data
Exchange (EDE)

Electronic Student
Aid Report (ESAR)

A statement sent to the borrower by the lender before or at the time it
disburses a loan, as well as at, or prior to, the beginning of the repay-
ment period. The disclosures provide borrowers with thorough and
adequate information about the terms of their loans and the conse-
quences of default. A disclosure statement includes information such
as the amount of the loan, the interest rate, fee charges, length of the
grace period (if any), the maximum length of the repayment period and
the minimum annual repayment amount, deferment conditions, and the
definition of loan default.

Applicant data items used to determine a student's eligibility for federal
financial aid that regulations do not require be verified. Such as
untaxed income benefits, total income, or assets. A financial aid
administrator has the option to verify, on a student-by-student basis,
any or all of the items. See also Verification.

Formulas that regulations specify be used to calculate the amounts of
refunds or overpayments (repayments) that must be returned to Title

IV programs. See also Refund Allocation Policy and Repayment
Allocation Policy.

Written statements explaining the logic and/or the steps to be followed
to ensure a specific action be taken given a particular set of circum-
stances. Also documents presented as evidence in support of a’state-
ment or transaction. See also Acceptable Documentation.

See Best Data.

A student's last recorded class-attendance date that can be documented
by the school: this is not necessarily the same as the withdrawal date.
If a student unofficially withdraws. the drop-out date determined by
class attendance must be used in calculating refund and repayment
amounts. Compare Withdrawul Date.

An ED software system that enables institutions to transmit and receive
application data, history corrections, Pell Grant Payment Vouchers, and
to provide packaging electronically via a telecommunications network.
See also Payment Voucher and Processed Payment Voucher.

The Electronic Student Aid Report (ESAR) is generated by ED's
Central Processing System (CPS) and is available to schools through
the Electronic Data Exchange (EDE). The ESAR (or Electronic SAR)
includes full applicant data, information on reject reasons, comments,
and assumptions.
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Eligible Institution

Eligible Noncitizen

Eligible Program

-Eligible Student

Employment
Expense

Enrolled

Enroliment Status

Entrance
Counseling (for the
student loan
borrower)
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An educational institution that meets all the criteria for participating in
Federal Title IV student aid programs, has received an Eligibility
Letter, and has a countersigned copy of a Program Participation Agree-
ment. According to federal financial aid General Provisions regula-
tions, the following may be eligible institutions if they meet all appli-
cable criteria: public or private nonprofit institutions of higher educa-
tion; proprietary institutions; and postsecondary vocational institutions.

A student aid applicant who is not a U.S. citizen, but is eligible to
receive Title IV assistance. Conditions that allow noncitizens to be

considered for Title IV funds are listed in the Federal Student Finan-
cial Aid Handbook, Chapter 2.

An educational program that meets the regulatory requirements for
participating in Title IV programs.

This definition is discussed in the Federal Student Financial Aid
Handbook in Chapter 2.

An allowance in determining the Expected Family Contribution (EFC).
The allowance is for additional expenses relating to employment when
both parents are employed or when one parent who qualifies as a
surviving spouse or as head or a household under Section 2 of the
Internal Revenue Code is employed. See also Expected Family Contri-
bution (EFC).

Completing registration requirements (except payment) at the institu-
tion the student is attending and beginning the attendance period. A
correspondence school student must be accepted for admission and
must complete and submit one lesson to be considered enrolled.

At those institutions using semesters, trimesters, quarters, Or other
academic terms and measuring progress by credit hours, enrollment
status equals a student's credit-hour course load. This 1s categorized
as full-time, three-quarter-time, half-time, or less-than-half-time.

Each institution participating in the Federal Perkins, Federal Stafford,
and Federal Direct Stafford must offer special counseling to borrowers
called “initial” or “entrance” counseling. The institution must offer
this counseling before the delivery of the first disbursement of any of
these loans to a borrower at the institution. Initial counseling covers
the borrower's rights and responsibilities, the terms and conditions of
the loan, and the consequences of default. Sce also Exit Counseling
(for the student loan borrower).
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Entrance Interview
(for the compliance
audit)

Estimate

Estimated Financial
Assistance (EFA)

Exit Counseling
(for the student
borrower)

Exit Interview
(for the compliance
audit)

Expected
Disbursement

A meeting prior to the beginning of a financial aid audit between an
auditor and school administrative officials involved in the audit.
Operating rules, an agenda, and a schedule for the on-site work are
established. A similar interview is conducted by a federal official

conducting a program review. See also Audit and Exit Interview (for
the compliance audit).

A numerical value obrained from a statistical sample and assigned to
a population parameter.

For purposes of determining eligibility for Campus-based aid, FFEL,
or Direct Loan Program loans, the estimated financial assistance (EFA)
must be determined. For the period the award is made, the EFA is the
estimated amount of assistance that an institution is aware a student
will be awarded or has been awarded in federal, state, or privately
supported scholarship, grant, work, or loan programs, including veter-
ans educational benefits and Social Security benefits. The EFA must
also include the estimated amount of other federal student financial aid
that the student would be expected to receive if the student applied for
it, whether or not the student has applied for that aid.

Each institution participating in the Federal Stafford, Federal Direct
Stafford, or Federal Perkins Loan Programs must offer special counsel-
ing to loan borrowers called “exit” counseling. For Federal Perkins
borrowers, the interview must take place before the borrower leaves
school. In the case of Federal Stafford or Federal Direct Stafford
borrowers (except PLUS loans), the interview must take place shortly
before the borrower ceases at least half-time study. During the inter-
view, the borrower's rights and responsibilities are reviewed, details
about handling loan repayment are discussed, and the average indebted-
ness of the school's borrowers must be disclosed. Borrowers also are
required to update personal information, such as addresses and phone
numbers. See Chapters 6 and 10 in the Federal Student Financial Aid
Handbook for complete information on exit interview requirements.
Seo also Entrance Interview (for the student loan borrower).

A closing meeting, following completion of a financial audit, between
an auditor and administrative officials of the school involved in the
audit. General audit findings and conclusions that will be included in
the audit report are discussed. A similar interview is conducted by a
federal official conducting a program review. See also Audit and
Entrance Interview (for the compliance audit).

The sum of all expected Federal Pell Grant payments to a student
during an award year.
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Expected Family
Contribution (EFC)

Extrapolate

FAFSA

FAFSA Processor

Federal Direct
Consolidation Loan

Federal Direct
PLUS Loan

Federal Direct
Stafford Loan
(subsidized)

Federal Direct
Student Loan
Program

Federal Direct
Unsubsidized
Stafford Loan

QA WORKBOOK * 1995-96

The figure that indicates how much of a family's financial resources
should be available to help pay the expenses of postsecondary educa-
tion. This figure, determined according to a statutory method known
as the Federal Need Analysis Methodology, is used in determining
eligibility for Title IV aid. See also Automatic Zero EFC and Primary
and Secondary EFCs (Expected Family Contributions).

To predict by projecting past experiences or known data. To infer
from values within an already observed interval.

See Free Application for Federal Student Aid (FAFSA).

An organization contracted by ED to process Free Applications for
Federal Student Aid (FAFSAs), send student information to the Federal
Central Processing System (CPS), and print Student Aid Reports
(SARs), Electronic Student Aid Reports (ESARs), and Institutional
Student Information Reports (ISIRs).

This loan is designed to combine several federal education loans into
a single loan with one monthly repayment amount. Borrowers are
eligible to apply for Federal Direct Consolidation Loans after they
begin repayment or during the loans' grace periods.

Parents may borrow from this education loan program on behalf of
their dependent children. Loans are made directly by the federal
government through the school. Compare Federal PLUS Loan.

On the basis of student financial need, this loan program provides
federally subsidized and financed loans to students who are in under-

graduate, graduate. or professional programs. See also Federal Direct
Unsubsidized Loan.

See William D. Ford Federal Direct Student Loan Program.

This loan program provides federally financed, low-interest loans to
students who are in undergraduate, graduate, or professional programs.
These loans are not based on financial need and are not subsidized.
The borrower pays the interest charges on the loan on a monthly basis
or may allow the interest to be capitalized until repayment. See also
Capitalizing Interest and Federal Direct Stafford Loan (subsidized).




Federal Family
Education Loan
Pragrams (FFEL
Programs)

Federal Need
Analysis
Methodology

Federal Output
Document

Federal Pell Grant

Federal Pell Grant
Payment and
Disbursement
Schedules

Federal Perkins
Loan/NDSL

Federal PLUS Loan

Formerly called the Guaranteed Student Loan (GSL) Program, this
group of federal education loans was renamed the Federal Family
Education Loan (FFEL) Program as part of the 1992 reauthorization of
the Higher Education Act (HEA). The FFEL Program is made up of
Federal Stafford Loans (both subsidized and unsubsidized), Federal
PLUS [parent} Loans, and Federal Consolidation Loans. All of these
are long-term loans insured by state or private nonprofit guaranty
agencies that are reimbursed by the federal government for all or part
of the insurance claims paid to lenders. This guaranty replaces the
collateral or security usually required with long-term consumer loans.
The Federal Supplemental Loans for Students (SLS) Program, which
was once part of the FFEL Program, was eliminated by legislation as
of July 1, 1994, See also Guaranteed Student Loan (GSL) and indi-
vidual loan names.

The statutorily defined method for determining the Expected Family
Contributions (EFCs) for all students applying for Federal Title IV
student financial aid.

The Student Aid Report (SAR), Electronic Student Aid Report (ESAR),
and other documents or automated data (ISIR) generated by the Central
Processing System (CPS) as a result of processing the applicant data
on the Free Applicaticn for Federal Financial Aid (FAFSA) or the
Multiple Data Entry (MDE) application.

A grant program for undergraduate students who have not yet com-
pleted a first baccalaureate course of study. It is designed to assist
financially needy students with the least ability to contribute toward
their basic educational expenses. 1f students apply, meet all the eligi-
bility criteria, and are enrolled in an eligible program at an eligible
institution, they will receive Federal Pell Grants. Formerly, this grant
was calied the Basic Educational Opportunity Grant (BEOG); in 1982,
it was renamed to honor Senator Claiborne Pell.

Charts published annually by the U.S. Secretary of Edrcation that
determine the dollar value of student Federal Pell Grant awards on the
basis of students' Expected Family Contributions (EFCs) and schools'
costs of attendance (COASs).

This loan program provides low-interest student loans to undergraduate
and graduate students. Formerly called the National Direct Student
Loan (NDSL) Program. it was renamed to honor Congressman « arl D.
Perkins in 1987.

Parents may borrow from this student loan program on behalf of their
dependent children. Loans are made by lenders such as banks, credit
unions, or savings and loan associations. Compare Federal Direct
PLUS Loans. :
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Federal Stafford
Loan (subsidized)

Federal
Supplemental
Educational
Opportunity Grant
(FSEOG)

Federal
Supplemental
Loans for Students
(SLS)

Federal Work-Study
(FWS)

Fees (institutional)

Financial Aid Award

Financial Aid
Package

Financial Aid
Transcript (FAT)
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A loan program providing federally subsidized, low-interest loans to
students in undergraduate, graduate, or professional programs. Subsi-
dized loans are awarded on the basis of student financial need. The
loan formerly was part of the Guaranteed Student Loan (GSL) Pro-
gram. It was renamed to honor Senator Robert T. Stafford; later the
word “Federal” was added to its name. See also Unsubsidized Federal
Stafford Loan and Guaranteed Student Loans (GSL).

A Campus-based aid program that provides grant assistance to students
who are in undergraduate programs and have not received a bachelor's
degree. Priority in awarding Federal Supplemental Educational Oppor-
tunity Grant (FSEOG) funds is given to students who have exceptional
financial need and are Federal Pell Grant recipients.

The Federal Supplemental Loans for Students (SLS) was a Title IV aid
program providing loans to students who qualified for assistance
beyond the funds available to them through the Federal Stafford Loan
Program. With the creation of the Direct Loan Program, SLS was
eliminated; as a result, SLS loan aid cannot be certified for any enroll-
ment period that began on or after July 1, 1994.

A federally funded employment program that provides paid jobs for
students who need such earnings to meet a portion of their educational
expenses.

To be an element of a school's cost of attendance (COA), fees must be
mandatory, institution-based charges required as part of a student's
program of study and charged to all students in that educational pro-
gram. See also Cost of Attendance ( COA).

An offer of financial aid or in-kind assistance to a student attending a
postsecondary educational institution. This award may be in the form
of one or more of the following types of financial aid: a repayable
loan, a not-to-be-repaid grant and/or scholarship, or student employ-
ment.

An assistance offer by an educational institution to a student aid
applicant that consists of one or more forms of financial aid, such as
loans, grants, scholarships, and employment.

A form used by educational institutions to collect data about Title IV
aid and other financial aid previously received by a student at other
educational institutions. Institutions must provide financial aid tran-
scripts (FATs) at no charge to students and former students.
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Financial Need

Financial
Responsibility

The difference between the institution's cost of attendance (COA) and
what the student's family is able to pay (the Expected Family Contribu-
tion [EFC]). See also Cost of Attendance (COA) and Expected Family
Contribution (EFC).

An institution must show that it has the financial responsibility to

participate in Federal Title IV student aid programs. This means it
must:

» provide all the services listed in its official institutional publica-
tions,

* provide the administrative resources to comply with the Title IV
regulations, and

* meet all its financial obligations, including required refunds and
repayments.

Also the institution must:

* be current in its debt payments,

* maintain a minimum cash reserve, and

* have an audit for the most recent fiscal year that does not express
doubt; about the insritution's ability to continue.

For = for-profit institution. an institution must have an acid test ratio
of at least 1:1, not have had operating losses during the past two fiscal
years that result in a decrease of more than 10 percent in tangible net
worth, and have a positive tangible net worth for the latest fiscal year.

For a nonprofit institution, an institution must have an acid test ratio
of at least 1:1, a positive unrestricted current fund balance or positive
unrestricted net assets, provide a classified statement of financial
position and show that it has currently issued an outstanding debt
obligation that is listed at or above the second highest rating level of
credit quality given by a naticnally recognized statistical rating organi-
zation.

For a public institution, an institution must have its liabilities backed
by the full faith and credit of a state, have a positive current unre-
stricted fund balance if reporting a single audit, have a positive unre-
stricted current fund in the state's Higher Education Fund, submit to
ED a statement from the state auditor that it has met all its financial
obligations and has sufficient resources for that purpose, and show that
it has currently issued an outstanding debt obligation that is listed at
or above the sccond highest rating level of credit guality given by a
nationally recognized statistical rating organization.

367

" APPENDIX B GLOSSARY OF TERMS




First-Time Student

Fiscal Operations

FISAP (Fiscal
Operations Report
and Application to
Participate)

Flowchart

Forbearance

Form G-641

Free Application
for Federal Student
Aid (FAFSA)

Fuli Data Element
Formula
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A student who has not previously attended at least one class at the
institution or received a 100 percent refund of his or her tuition and
fees (less any permitted administrative fee) under the institution's
refund policy for previous attendance at the institution. A student
remains a first-time student until the student either withdraws, drops
out, or is expelled from the institution after attending at least one class

or completes the period of enrollment for which he or she has been
charged.

Activities related to managing and completing financial transactions.
Funds management, including student accounts, is the primary respon-
sibility of an institution's business office.

The annual report an institution sends to ED to report on the prior
year's expenditures and apply for Campus-based financial aid funds for

an upcoming award year. See also Campus-based Programs and
Electronic FISAP.

A diagram that shows step-by-step progression through a procedure or
system using connecting lines and a set of conventional symbols.

The loan lender's option of allowing a temporary reduction on or stop
to payments of subsidized or unsubsidized Federal Stafford, Federal
SLS, Federal PLUS. or Direct Loans, allowing an extended period for
making payments, or accepting smaller payments than were previously
scheduled. Forbearance may be given for circumstances that are not
covered by deferment.

“Application for Verification of Information™ from the U.S. Immigra-
tion and Naturalization Service (INS) records. It is a form letter
requesting information about a student's citizenship that INS personnel
may complete at the student’s request.

This ED input document is the foundation for all financial need analy-
sis computations. The application form is completed by the student
and family. It gathers data to calculate the Expected Family Contribu-
tion (EFC), which is used in determining eligibility for Federal Pell
Grant, Campus-based, Federal Stafford Loan, and Federal Direct
Student Loan awards. See also Renewal Application and Expected
Family Contribution (EFC).

A formula that uses the full range of data elements in calculating a
student's Expected Family Contribution (EFC) under the Federal Need
Analysis Methodology (also called the “regular formula™). See Pri-
mary and Secondarv EFCs (Expected Family Contributions).
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Full-Time Student

General Education

Development
Certificate (GED)

General
Institutional
Eligibility
Requirements

Gift Aid

Grace Period

Graduate or
Professional
Student

Grant (programs)

A term defined by each institution of higher education. By federal
law, however, a full-time undergraduate student cannot be taking less
than 12 semester or quarter hours per academic term in institutions
with standard academic terms or 24 clock hours per week in institu-
tions that measure progress in terms of clock hours.

A nationally recognized equivalent of a high school diploma granted
after a student has passed a standardized examination.

Federal regulations governing institutional eligibility to apply to partici-
pate in Title IV programs. General eligibility requirements are estab-
lished by statutory definition and refer to:

* location,

* student admissions policy,

* authorization to provide a postsecondary educational program,

* accreditation,

* types, lengths, and levels of educational programs within the insti-
tution,

* the institution's type of control, and

* the age of the institution.

Financial aid that a student is not required to repay or earn through
employment. Generally, gift aid is in the form of a grant or scholar-
ship.

The time period that begins the day a loan recipient ceases to be
enrolled as at least a half-time student and ends the day before the
repayment period starts.

Student enrolled in a program higher than one leading to a baccalaure-
ate degree or to a first professional degree who also has completed at
least three years of full-time study at an institution of higher education
and who is not concurrently receiving Title IV aid as an undergraduate
student.

Gift aid programs that require neither repayment nor a work obligation.
Federal Title IV grant programs include the Federal Pell Grant, Federal
Supplemental Educational Opportunity Grant (FSEOG), and State
Student Incentive Grant (SSIG). See also individual grant program

names.




‘ Guaranteed This term formerly was used in two ways. Collectively, Guaranteed
Student Loan Student Loans (GSL) referred to the Stafford, Supplemental Loans for
(GSL)* Program Students (SLS),* PLUS, and Consolidation Loan Programs, now
renamed the Federal Family Education Loan (FFEL) Program. GSL
was also the original name of what is now called the Federal Stafford
Loan. The SLS Program was eliminated by legislation effective July
1, 1994. (*These terms are no longer in use; they are provided for
your background information.) See also Federal Family Education
Loan (FFEL) Program.

Guaranty Agency A state agency or private, nonprofit institution or organization that
administers the Federal Family Education Loan (FFEL) Program. One
major function is to insure Federal Family Education Loans. Guaranty
agencies are reimbursed by the federal government for =ll or part of
the insurance claims they pay to lenders.

Guaranty Fee See Insurance Premium.

Half-Time Student For the Federal Family Education Loan (FFEL) Program, a half-time
student is one who is carrying a half-time academic workload (as
determined by the school), that equals at least one-half the workload
of a full-time student. For the remaining Title IV programs, a student
is considered half-time by carrying a half-time academic workload (as

determined by the school), generally equaling or exceeding the follow-
' ing minimum requirements: ‘

(1) 6 semester. trimester, or quarter hours per academic term for an
institution using standard terms;

(b) 12 clock hours per week for schools using clock-hour measure-
ment for an institution using credit hours to measure progress but
not using standard academic terms;

(¢) 12 semester hours or 18 quarter hours per academic year; or

(d) Enrollment in an eligible correspondence program requiring at
least 12 hours of preparation per week.

Hand Calculation On-campus calcultion (manual or by computer program) of the Ex-
pected Family Contribution (EFC), in contrast to the EFC calculation
provided by the Central Processing System (CPS). See also Federal
Central Processing System.
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Higher Education
Act (HEA) of 1965,
as amended

Higher Education
Amendments of
1992

Higher Education
Technical
Amendments of
1993

Immediate Need

Incarcerated
Student

Income-Contingent
Loan (ICL)
Demonstration
Project*

Landmark national higher education legislation passed by Congress and
signed by President Lyndon B. Johnson in 1965, as well as all subse-
quent amendments and reauthorizing (extending) legislation of the
statute. Title IV of the HEA authorizes the majority of the nation's
federal postsecondary student financial aid programs and mandates that
they be regulated and administered by the U.S. Secretary of Education.
The HEA is effective for approximately five years, requiring Congress
to reauthorize it every five years or so or to extend the legislation for
up to one aduitional year. The statute's most current version, as
amended, always stands as the official version of the law. See also
Reauthorization and Title 1V Student Financial Aid.

Congressional amendments and changes to the Higher Education Act
(HEA) of 1965, as amended, put in place during the 1992 reauthoriza-
tion of the HEA. They became federal law on July 23, 1992 when
President George Bush signed the bill. Sometimes referred to as “the
1992 Amendments” or “the Amendments” in second and multiple-use
references.

Corrections to the 1992 reauthorization of the Higher Education Act
(HEA).

A school requests tfunds to meet its “immediate need” for disbursing
Federal Pell Grant and Campus-based program awards. For schools
under FEDWIRE, “immediate need” is for the next day, whereas under
the Automatic Clearinghouse (ACH), “immediate need” is a three-day
period. Under both FEDWIRE and ACH, recipients request funds as
needed. for example, every three days, once a week, or whatever is
appropriate. See also Automated Clearinghouse (ACH) and FEDWIRE.

Student who is serving a criminal sentence in a federal, state, or local
correctional facility. A student in a less formal arrangement such as
a halfway house, home detention, or sentenced to serve only weekends,
is not considered to be incaicerated.

A former federal project in which ED selected ten schools as initial
participants in a loan program. Yearly repayments were based on the
borrower's previous year's adjusted gross income (AGI). The demon-
stration project ended October I. 1993. (*This term is no longer in
use: it is provided as background information.)
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independent To be classified as an independent student for Federal Title IV finan-
Student cial aid, a student must meet one or more of the following criteria:

(a) Is at least 24 years old by December 31 of the award year for
which aid is sought;

(b) Is an orphan or ward of the court;

(c) Is a veteran of the Armed Forces of the United States;

(d) Has legal dependents other than a spouse (for example, dependent
children or an elderly dep~ndent parent);

(e) Is a graduate or professional student;

(f) Is married: and/or

(g) Is deemed to be independent by the school's financial aid admin-
istrator.

Compare Dependent Student.

information Part | of the Student Aid Report (SAR). This section informs students

Summary of their eligibility for a Federal Pell Grant and shows the student's
Expected Family Contribution (EFC). The Information Summary be-
comes a part of the student's financial aid file. See also Student Aid
Report (SAR).

in-House Control Documents a school uses to meet recordkeeping requirements for
Documents f aancial aid. provide data needed for aid-related reports, and maintain
‘ a clear audit trail.
Inferences Generalizations about an entire population based on the characteristics
of a sample.
Institution of A public or private nonprofit educational institution located in a state,

Higher Education that:

(a) Admits as regular students only persons with a high school di-
ploma (or its recognized equivalent) or persons beyond the age of
compulsory elementary/secondary school attendance in the state
where the institution is located;

(b) Is legally authorized, in the state where it offers postsecondary
education, to provide a postsecondary educational program;

(¢c) Provides a program leading to an associate, baccalaureate, gradu-
ate, or professional degree, or at least a two-year program that 1s
acceptable for full credit toward a bachelor's degree or at least a
one-year training program that leads to a degree or certificate and
preparcs students for gainful employment in a recognized occupa-
tion;

(d) Is a public institution or a private nonprofit institution to which
contributions are tax deductible under section 501(c)(3) of the

‘ Internal Revenue Code; and

QA WORKBOOK * 1995-96 °




Institutional
Capital
Contribution (ICC)

Institutional
Eligibility Notice

Institutional
Liability

Institutional
Payment Summary
(IPS)

Institutional
Reading

Institution's Aid
Disbursement/
Delivery Policy

institution's Aid
Priority Policy

(e) Is accredited or preaccredited by a nationally recognized accredit-
ing agency or association or is a public *“postsecondary vocational
school” approved by a state agency listed by ED as a reliable
authority on the quality of public postsecondary vocational educa-
tion in that state.

See also Postsecondary Vocational Institution and Proprietary Institu-
tion of Higher Education.

The portion of the Federal Perkins Loan Fund contributed by an insti-
tution. Beginning with the 1994-95 award year, the new ICC must be
equal to at least one-third of the new Federal Capital Contribution (25
percent of the combined FCC + ICC). Compare Federal Capital
Contribution (FCC).

A letter sent to an institution by ED's Institutional Participation Divi-
sion (IPD) designating an institution as eligible to apply to participate
in Federal Title IV financial aid programs. :

Financial penalties or repayments that must be paid to ED as a result
of incorrect institutional action. A liability is the difference between
the actual expenditures reported by the institution on its EDPMS 272
for an Obligation Document Number for the award year and the final
allowable expenditures as determined by the auditor, program reviewer,
or hearing official.

A transmittal form that accompanies each individual batch of institu-
tionally completed Federal Pell Grant Payment Vouchers. The Institu-
tional Payment Summary (IPS) must be submitted at least once every
three months. whether or npt it is accompanied by Payment Vouchers.
See also IPS Batch Report and Payment Voucher.

Consists of all of the types of readings (or errors) over which an
institution has control, ranging from the collection of required docu-
ments, such as the Statement of Educational Purpose, to readings in the
calculation or disbursement of Title IV aid.

A policy specifying the earliest dates in each payment period that a
school will credit aid to accounts and/or deliver aid as direct payments
to students.

A recommended written school policy clearly specifying the order in
which financial aid awards will be_applied to cover students' institu-
tional charges.
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Institution's Refund
Policy

Institution's
Repayment Policy

insurance Premium

Integrity

Interest
(subsidized)

Interim
Disbursement

Legislative
Amendment

Loan

Each school must have a refund policy that states the amount or
percentage of charges to be cancelled for students who terminate their
enrollment prior to the end of a payment period. The Higher Educa-
tion Amendments of 1992 require a school to implement a fair and
equitable refund policy. Congress made the policy requirements
effective as of July 23, 1993, the date the law was enacted.

Under the law, a school's policy must provide a refund of the [school’s]
unearned tuition, fees, room and board, and other charges assessed a
student who received Title IV assistance (including Federal PLUS
loans received on a student's behalf). Such refunds must be provided
for students who fail to register for or do not complete the attendance
period for which the Title IV aid was intended.

A school's consistently applied policy on the amount of non-institu-
tional education-related expenses incuried by students for a payment
period.

An insurance fee charged a lender by a guaranty agency. The fee is
usually passed along to the borrower. In most cases, a lender reduces
the amount of the loan disbursement by the fee amount; however, a
student is still responsible for repaying the entire amount of all loans.
Also known as a guaranty fee. See also Loan Fee and Origination
Fee.

The condition of being free from defects or flaws.

The interest (subsidy) payment made by ED on a subsidized student
loan on a borrower's behalf. ED makes the payments for certain
specific periods, such as during the borrower's enrollment (at least balf-
time), the grace period, or any deferment period. Interest subsidy 1s
paid to the lenders of subsidized Stafford loans during qualifying
periods; the borrower is not charged interest on subsidized Direct
Stafford loans during qualifying periods.

A single first disbursement of Federal Pell, Federal Supplemental
Educational Opportunity Grant (FSEOG), and/or Federal Perkins funds
to a student who has not completed application verification. The
institution is responsible for recovering payment if the student never
completes verification or if the amount for which the student is deemed
eligible lessens as a result of verification. lnterim disbursements are
made at the discretion of the institution and are optional.

A revision or change in a legislative measure that adds, deletes, or
rephrases a law's text.

An advance of funds guaranteed by a signed promissory note in which
the recipient promises to repay the speciiied amount(s) under pre-
scribed conditions.
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Loan Disclosure
Statement

Loan Fee

Long-Term
improvement

Management
Assessment

Management
Enhancement

Near-Term
improvement
Need

Need Analysis

Need-Based
Assistance

Off-Campus Agency

A statement sent to the loan borrower by the lender before or at the
time it disburses a loan, as well as before the start of the repayment
period. The purpose of the disclosure is to provide the borrower with
thorough and adequate information about the loan terms and the conse-
quences of default, including such provisions as the amount of the
loan, interest rate, fee charges, length of the grace period (if any), the
maximum length of the repayment period, the minimum annual repay-
ment, deferment conditions, and the definition of default.

A loan expense charged the loan borrower by the lender; it is deducted
proportionately from each loan payment paid to the borrower. Fees are

for the loan's origination and insurance. See also Insurance Premium
and Origination Fee.

An enhancement targeted for implementation beyond twelve months.

This step, which is performed every year of QAP participation, is a
qualitative assessment of management policies and procedures; it is
done by analyzing a detailed process flowchart and taking an inventory
of existing procedures to assess if quality improvements are needed.

This step, which also is performed every year of QAP participation, is
the implementation of areas of deficiency noted in Management As-
sessment (Step 1).

An enhancement targeted for implementation within twelve months.

The difference between a student's cost of attendance (COA) (student
budget) and the Expected Family Contribution (EFC).

A process used to determine an applicant's need for student financial
assistance. See also Federal Need Analysis Methodology.

Any form of financial aid awarded on the basis of demonstrated finan-
cial need. Need is established by subtracting the Expected Family
Contribution (EFC) from the school's cost of attendance (COA).

An external agency that employs a school's Federal Work-Study (FWS)
student(s) and pays the nonfederal share of the wages. See also Fed-
eral Work-Study (FWS).
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One-Academic-Year
Training Program

Original Data

Origination Fee

Overaward

Overpayment

Packaging

Parents'
Contribution

Payment and
Disbursement
Schedules
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A program consisting of at least 24 semester/trimester hours or 36
quarter hours at instjtutions using credit hours to measure progress; 900
clock hours of supervised training at an institution using clock hours
to measure academic progress; or 900 clock hours in a program of

study by correspondence. The program must include at least 30 weeks
of instructional time.

Data that is originally used to either compute a student's Federal Pell
Grant eligibility, award Campus-based aid, or certify a Federal Stafford
loan; type of data can be used to explain type of variance.

A cost of borrowing a loan calculated as a percent of the amount
borrowed under any Federal Family Education Loan (FFEL) Program
loan and charged to the student by the lender. This fee is usually
subtracted from the student loan amount before the student receives the
loan money. See also Insurance Premium and Loan Fee.

The condition that exists when an institution awards financial assis-
tance to a student that, in combination with all of the resources made
available to that student from federal and nonfederal sources, exceeds
the difference between the student's cost of attendance (COA) and the
Expected Family Contribution (EFC). While this is the technicai
definition of an overaward, an institution is not in violation of Campus-
based Program regulations prohibiting overawards if the institutional
award aid and total resources the student receives funds exceed his/her
financial need by $200 or less. If Federal Work-Study (FWS) is the
only type of Campus-based aid in the student's package, the allowed
overaward threshold is $300.

Any financial aid amount paid to a student in excess of the amount the
student is entitled to receive. This situation may arise due to a change
in enroliment status, withdrawal, or a change in financial situation. In
any of these instances, the student would be required to repay excess
funds received unless adjustments could be made to the student's aid
during subsequent payment periods within the same award year.

The process of assembling one or more financial aid awards of loans,
grants, scholarsiiips, and employment for a student.

A quantitative estimete, according to the Federal Needs Analysis
Methodology. of parents' ability to contribute to postsecondary educa-
tional expenses of their dependent child. See also Expected Family
Contribution (EFC).

Sec Federal Pell Grant Pavment and Disbursement Schedules.
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Payment Period

Payment QA
Readings

Payment
Reimbursement
Method

Payment Reading

Payment Voucher
(Federal Pell Grant)

Pell Grant
Pell Payment Data

Period of
Performance

Perkins Loan

PLUS Loan

A school-defined length of time for which financial aid funds are paid
to a student. For programs using academic terms, a payment period is
equal to a term. For programs not using academic terms, schools must
designate at least two payment periods within an academic year when

~ there are two periods pursuant to all applicable regulations.

In the Federal Family Education Loan (FFZL) and Campus-based
programs, a payment period is the time between the beginning and
midpoint or between the midpoint and end of the academic year or
non-traditional program calendar. The Federal Pell Grant program
payment period is defined in 34 CFR 699.3 of the Pell regulations.

The difference between the actual amount of aid disbursed and the

amount that would have been disbursed if all data, calculations, and
procedures were correct.

A method certain schools must use to request federal financial aid
funds from ED. After making aid disbursements to students, the
school submits Form PMS 270, “Request for Advance or Reimburse-
ment,” to ED to be reimbursed for the funds it has expended. Payment
is by ACH/EFT.

The difference between the actual amount of aid disbursed and the
amount that would have been disbursed if all data, calculauons, and
procedures were correct.

Part 3 of the Student Aid Report (SAR). A machine-readable form. it
is coded with an individual student's payment data at the institution
before it is submitted to ED.

Note: Schools have the option of submitting this data via magnetic
tape. on diskettes, or electronically. See also Processed Payment
Voucher.

See Federal Pell Grant.

Sece Processed Payment Voucher.

Time in which the institution is bound to the conditions of QAP
pursuant to the QAP two years beginning on July Ist of the first year.

Sec Federal Perkins Loan/NDSL.

See Federal PLUS Loan.
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Policies and
Procedures Manual

Population

Population
Segments

Postsecondary
Institution

Postsecondary
Vocational
Institution
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A manual that helps an institution effectively and consistently manage
financial aid using a compilation of written policies and procedures.
Although ED does not require such a manual be used, it recommends
that a school compile one, especially as federal financial aid regula-
tions require schools to have and maintain certain written policies.

The total number of people from which the sample is chosen.

A portion(s) set apart from the total number of people making up a
whole.

An education institution providing education beyond the high school
level. The term is used to refer to trade and technical schools, as well
as to community colleges and to four-year colleges and universities.

An education institution that:

(a) Admits as regular students only persons with a high school di-
ploma (or its recognized equivalent) or persons beyond the age of
compulsory school attendance in the state where the institution is
located;

(b) Is legally authorized, by the state where it offers postsecondary
education, to provide a postsecondary educational program;

(c) Provides at least a six-month program, leading to a degree or
certificate, that prepares students for gainful employment in a
recognized occupation;

(d) Is a public institution or a private nonprofit institution to which
contributions are tax deductible uncer section 501(c)(3) of the
Internal Revenue Code;

(e) Is accredited or preaccredited by a nationally recognized accredit-
ing agency or association or is a public postsecondary vocational
institution approved by a state agency listed by ED as a reliable
authority on the quality of public postsecondary vocational educa-
tion in that state: and

(f) Has been giving instruction for at least two years.

See also Institution of Higher Education and Proprietary Institution of
Higher Education.




Primary and
Secondary EFCs
(Expected Family
Contributions)

Principal and
Interest

Prior Year
Recoveries

Probability

Program
Assessment

Program
Enhancement

Program Integrity
Triad

A student who qualifies for the Simplified Need Test for financial aid
fills out the Supplemental Information page on the Free Application for
Federal Student Aid (FAFSA). Using this information, the Central
Processing System (CPS) calculates a primary (and sometimes a
secondary) Expected Family Contribution (EFC). The primary EFC is
calculated using a statutory (simplified) forinula; the result appears on
the upper right-hand corners on Parts 1 and 2 of the SAR and on other
federal financial aid output documents. If the student qualifies for the
Simplified Need Test and also provides encugh financial information
for the CPS to use the full data element (regular) formula, the secand-
ary EFC will appear in the “School Use” box on Part 2 of the SAR.
In awarding aid, the financial aid .administrator may use either the
primary or the secondary EFC. See aiso Expected Family Contribution
(EFC), Federal Output Documents, Full Data Element Formula, and
Simplified Need Test Formula.

Principal is the loan amount borrowed. Interest is the amount the
lender charges the borrower for using the money. Interest rates are
usually stated in annual percentages.

The funds a school recovers in a given award year from financial aid
money disbursed in prior award years. Institutions must adjust award
expenditures and administrative cost allowances (ACAS) in the award
year in which a recovery is made. See also Administrative Cost Allow-
ance (ACA).

Chance associated with an event or value.

This step, which is only performed in the second and subsequent years
of QAP participation. is the quantitative analysis assessment that is
done using statistical sampling techniques.

This step. which also is only performed in the second and subsequent
years of QAP participation. consists of implementing th~ necessary
corrective actions idertified in Program Assessment (Step 3).

A collaborative three-party evaluation process by nationally recognized
accrediting agencies or associations, State Postsecondary Review
Entities (SPREs), and ED for schools participating in Federal Title IV
financial aid programs. Sece also State Postsecondary Review Entity
(SPRE).

R
D
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Program
Participation
Agreement (PPA)

Program Review
Exceptions

Promissory Note

Proprietary
Institution of
Higher Education

Quality Assurance

Quality Assurance
Methodology

A written agreement that must be signed by both a top official at an
institution and the U.S. Secretary of Education to permit the institution
to participate in one or more Federal Title IV student aid programs
(other than the State Student Incentive Grant [SSIG]). The signed
agreement makes the initial and continued eligibility of the institution
to participate in Titie IV programs conditional on compliance with all
the provisions of the applicable laws and program regulations.

Institutional policies, procedures, or actions related to federal student
financial aid programs cited in a program review report as being con-
trary to the federal laws or regulations that govern the programs.

A contract between a lender and a borrower that contains the terms and
conditions of the loan, including how the loan must be repaid. It be-
comes legally binding when signed (executed) by the borrower.

An educational institution other than a public or private nonprofit insti-
tution located in a state that:

(a) Admits as regular students only persons with a high school di-
ploma (or its recognized equivalent) or persons beyond the age of
compulsory school attendance in the state where the institution 1s
located;

(b) Is legally authorized, by the state where it offers postsecondary
education. to provide a postsecondary educational program;

(c) Provides at least a six-month program of training, leading to a
degree or certificate, that prepares students for gainful employ-
ment in a recognized occupation;

(d) ls accredited by a nationally recognized accrediting agency or
association;,

(e) Has provided postsecondary instruction (and has been legally
authorized to give postsecondary instruction) for at least two
years; and

(f) Derives at least 15 percent of its revenues from non-Title IV
funds.

See also Institution of Higher Education and Postsecondary Vocational
Institution.

Pledge or commitment to excellence.

An analysis of the principles or procedures to ensure the highest degree
of excellence is maintained.
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Quality Assurance
Program (QAP)-

Quality Assurance
Program
Participation
Agreement

Quelity Assurance
Program Site Re-
view

Quality
Improvement

Quantitative
Analysis

Quarter

Quarterly Report

Random Number
Generator

Random Seed

Reading

An ED quality-control model with an oversight strategy that focuses
on results. Within established parameters, Quality Assurance Program
(QAP) participants develop their own procedures for achieving award
accuracy, measuring tne effectiveness of their systems, and designing

and targeting quality enhancements through continuous improvement
efforts.

Institutions enter into a formal agreement with ED as a condition of
participation in QAP. The QA Participation Agreement defines the
responsibilities of all parties involved.

An ED official may make a QA Program site review to a QA
institution in order to confirm the accuracy of information reported,
and to provide technical assistance to the institution.

An enhancement to address weaknesses identified in the delivery
system.

An analysis is designed to determine the amounts or proportions of QA
readings found.

A standard academic term, usually 10 to 15 weeks in leugth. At
institutions using quarters to measure student progress, an academic
year is defined as the time period in which a full-time student is
expected to complete the equivalent of three quaiters. (For fiscal
reporting, quarters in the Title IV award year are July-September,
October-December, January-March, and April-June.) See Academic
Year.

An automated report, known as the EDPMS 272 Report, that ED sends
to institutions at the end of each quarter during a federal fiscal year.
An institution completes designated portions of the report dealing with
disbursements and recoveries for the Federal Pell Grant and Campus-
based programs and returns the report to ED. See also Department of
Education Payment Management System (EDPMS).

A computer function (e.g., RANUNI in SAS) that generates and as-
signs unique numbers between zero and one for each student in your
sampling frame.

Any positive integer less than 2,147,483,647 that will be used by a
random number generator to assign unique numbers to cach student in
a sampling frame.

The difference between an observed or calculated value and a true
value.

APPENDIX B: GLOSSARY OF TERMS




Reauthorization

Reconciliation of

Cash

Recording QA
Readings

Refund

Refund Policy

Reguiar Formula

Regular Student

Renewal
Application
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The process of changing legislation, generally carried on every five to
seven years in the case of the Higher Education Act (HEA), whereby
Congress reviews and then renews, terminates, or amends existing
programs. (July 23, 1992 was the date the most recent HEA reauthori-

zation was enacted.) See also Higher Education Act (HEA) of 1965,
as amended.

A confirmation that the cash amount shown in a school's accounting
records agrees with the cash amount reported in the school's bank
statement. Prompt and thorough cash reconciliation helps ensure the
ongoing accuracy of a school's internal-control accounting system.

Enter both original and documented values into the QA Software.

Portion of financial aid funds credited to a student's school account to
cover institutional charges that the school returns to the lender if the
student withdraws from, is expelled from, or drops out of school. The
student also may be entitled to receive a refund. However, if the
student received any Federal Title IV aid (other than Federal Work-
Study), by law, a part of the refund must go to Title IV programs.

A school policy, developed using required federal laws and regulations
that determines the conditions under which a student is entitled to a
refund of financial aid payment(s) made to the school on the student’s
behalf and the amount of that refund.

See Full Data Element Formula.

A person enrolled or accepted for enrollment in an eligible program at
a postsecondary institution for the purpose of obtaining a degree or
certificate.

A pre-printed application form to be updated by a current federal
financial aid applicant to be eligible to receive Title IV financial aid
for the upcoming (next) award year. To use this particular update form
the student must have submitted a FAFSA applying for (although not
necessarily receiving or accepting) federal financial aid during the
preceding (current) award year. A renewal aid application is mailed
directly to the student by the Central Processing System (CPS) to be
completed and returned to the CPS. See also Free Application for
Federal Student Aid (FAFSA).




Repayment

Repayment
Allocation Policy

Repayment on a
Grant

Repayment Period

Repayment Plan

When a financial aid recipient who has received Federal Title IV cash
disbursement(s) withdraws from school, the school must determine
whether the student owes a repayment to the government. If the cash
disbursement (excluding Federal Work-Study [FWS] and Federal Staf-
ford/PLUS loans) was greater than the amount of the student's living
expenses before the student withdrew from school, the difference is
considered an overpayment that must be repaid. A portion of the
overpayment must be coliected from the student and returned to Fed-
eral Title IV programs as outlined in the school's repayment allocation
policy. See also Overpayment and Repayment Allocation Policy.

A policy a school must develop that specifies the order in which Title
IV repayments (overpayments) will be returned to the federal financial
aid programs from which they are received. A new method of allocat-
ing repayments in a statutorily prescribed order became effective with
the 1993-94 award year, it was put in place by the 1992 reauthorization
of the Higher Education Act (HEA). While an institution may deter-
mine its own allocation priorities, under no cir ‘umstances may a re-
payment to a particular-aid program exceed the amount the student
received from that program. See also Distribution Formulas, Overpay-
ment, and Repayment.

Repayment due from a student to Federal Title IV student aid fund
accounts because of a change in the student's enrollment status, total
withdrawal from school, or change in financia!l situation. This amount
may be a partial or total repayment of Federal Pell Grant, Federal
Supplemental Educational Opportunity Grant (FSEOG), or State Stu-
dent Incentive Grant (SSIG) funds. The government repayment may
be in the form of an adjustment (debit) to a student's school account
that recovers already credited. but as yet unused, grant funds or it may
be a repayment directly from the student to the government for grant
funds already disbursed for living and other education-related expenses.

The period during which a borrower (student or parent) is scheduled
to repay a student loan.

The overall timetable by which a borrower is to pay back a student
loan. There are various repayment plans available for the Federal

- Family Education Loan (FFEL) Program and the Direct Loan Program,

including the standard repayment plan, an extended repayment plan,
and an income-contingent repayment plan. See also Repayment Sched-
ule.
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Repayment
Schedule

Resident Student

Room (as in “room
and board”)

Sampling

Satisfactory
Academic Progress
(SAP)

Scheduled Award

Scheduled Cash
Payment

Scheduled Federal

Peltl Grant Award
(scheduled award)

Scholarship

Secondary EFC
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The specific timetable, using the borrower's repayment plan as its basis,
that details the amount of loan principal and interest due in each
repayment installment and the number of the number of payments that
will be required to pay off the loan in full. Additionally, a repayment
schedule traditionally lists the loan's interest rate, the due date of the
first loan payment, and the frequency of loan payments. See also Re-
payment Plan.

A student who lives on-campus or in housing owned and/or maintained
by the institution.

The cost of on-campus student housing or off-campus housing. See
also Board.

The act, process, or technique of selecting a representative part of a
population for purposes of determining parameters or characteristics of
the entire population.

A satisfactory rate of student course completion that is determined
using qualitative and quantitative measures. By law, schools whose
students receive Title IV funds must create policies for monitoring
student academic progress (SAP). Each time a Title IV disbursement
is made to a student, the school must evaluate the student's SAP
(according to its established SAP policy) and document the results.

See Scheduled Federal Pell Grant Award.

The total institutional cost minus the total aid paid to institutional costs
for the payment period.

The Federal Pell Grant amount that would be paid to a full-time
student for a ful! academic year. The scheduled award total is taken
from the Federal Pell Grant Payment Schedule; the amount is deter-
mined on the basis of the school's cost of attendance (COA) and the
Expected Family Contribution (EFC).

(COA - EFC = student's scheduled Pell Grant award.)

A form of postsecondary student financial assistance that does not
require repayment or student employment. A “merit-bas. 1" scholar-
ship is awarded to a student who demonstrates or shows potential for
distinction, usually in academic performance. A “need-based” scholar-
ship is awarded to a student who demonstrates financiai need. Scholar-

ships may require both academic proficiency and demonstrated finan-
cial need.

See Primary EFCs (Expected Family Contribution).

3384




Selective Service
Registration

v
!
R

Self-Assessment
Seif-Help Aid

Separation of
Functions

Simple Random
Sampling

Simplified Need
Test Formula

Six-Month Program

If required by law, you must register, or arrange to register, with the
Selective Service to receive federal student aid. A statement appears
on the 1995-96 Student Aid Report (SAR) that allows you to state
either that you have registered with the Selective Service or to explain
why you're not required to register. The requirement to register applies
to males who were born on or after January 1, 1960, are at least 18,
are citizens or eligible noncitizens, and are not currently on active duty
in the armed forces. (Citizens of the Federated States of Micronesia,
the Marshall Islands, or Palau are exempt from registering.)

A school's regularly scheduled in-house evaluation of the way it ad-
ministers its student financial aid program. A self-evaluation is under-
taken in an effort to detect any problems early on and resolve them.

Financial aid loan programs or employment-opportunity programs
awarded to students.

As part of administering federal student financial aid programs, a
school is required to establish and maintain a check-and-balance
internal-control system ensuring that no single school office can both
authorize payments and disburse funds to students. Typically, this

separates the functions of the school's financial aid office and the
school's business office.

Commonly known as a Monte Carlo draw, it is particularly useful for
larger institutions. This sampling method is automated and is particu-
larly useful in selecting from a lengthy sampling list, using a large
mainframe computer system with a random number generator.

A statutorily created simplified financial-need analysis formula. A part
of the Federal Need Analysis Methodology, it uses a limited number
of data elements to calculate a student's Expected Family Contribution
(EFC). The calculation then is used in assessing a student's need for
postsecondary financial assistance. See also Primary and Secondary
EFCs (Expected Family Contributions. Compare Full Data Element
Formula.

An instructional program consisting of at least 16 semester or trimester
hours or 24 quarter hours at an institution that uses credit hours to
measure progress: 600 clock hours of supervised training at an institu-
tion that uses clock hours to measure progress; 600 clock hours in a
correspondence program; or a program that the U.S. Secretary of
Education determines to be a six-month program on the basis of the
secretary's agreement with certification by the institution's nationally
recognized accrediting agency or association that the program is equiv-
alent in course content and student workload to a comparable six-
month credit-hour or clock-hour program.
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Skip Tracing

SLS

Source Document

Special Allowance

SSIG

Stafford Loan

Standard
Maintenance
Allowance

State
Postsecondary
Review Entity
(SPRE)
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Traditionally, searching for someone with unpaid debts who has left
hurriedly or secretly (“skipped™) without leaving a forwarding address.
In a federal financial aid context, this is when, for whatever reason, a
loan borrower no longer lives at the address where a lender or school
is sending loan billing notices, and the lender or school must attempt
to locate the borrower's correct address. In the search, the law allows
the use of any information obtained from the borrower while the bor-
rower was at the school (such as data taken from applications and
files), as well as information gleaned from ary school office (including
the registrar's office and the alumni office). If the borrower still can-
not be located using information from the school or otherwise available
to a lender, the lender or school must use the ED's free skip-tracing
service to try to locate the missing loan borrower.

See Federal Supplemental Loans for Students (SLS).

When estimating a student budget to use in determining cost of atten-
dance (COA) at a school, this is the original supporting datum for an
item'’s cost or estimated cost and/or back-up materials detailing why a
certain expense decision was made or a specific dollar value was
selected. See also Cost of Attendance (COA).

A percentage of the average unpaid balance of the principal on a
student loan that ED pays a lender.

See State Student Incentive Grant (SSIG).

See Federal Direct Stafford Loan (subsidized). Federal Direct Unsub-
sidized Stafford Loan, subsidized Federal Stafford Loan, and unsubsi-
dized Federal Stafford Loan.

An allowance for the basic costs of maintaining family members in the
home that is taken into account when considering family income as
part of the Expected Family Contribution (EFC). The allowance is on
the basis of various types of consumer expenses and other cost esti-
mates used by the Bureau of Labor Statistics for a family at the low
standard of living. See also Expected Family Contribution (EFC).

A state agency approved by the U.S. Secretary of Education to deter-
mine institutional eligibility of Title IV program participation and to
ensure compliance with state standards. SPREs were created in the
1992 reauthorization of the Higher Education Act (HEA). See also
State Postsecondary Review Program (SPRP).




State
Postsecondary

Review Program
(SPRP)

State Student
Incentive Grant
(SSIG)

Statement of
Account (SOA)

- Statement of
Educational
Purpose

Statistical Sampling

Student Aid Report
(SAR)

Student (Applicant)
QA Reading

Student Budget

A program created in the 1992 Higher Education Act (HEA) reauthori-
zation that is designed to reduce fraud and abuse in federal financial
aid programs. The State Postsecondary Review Program (SPRP) estab-
lishes state standards for schools participating in Title IV programs.
A state identifies a State Postsecondary Review Entity (SPRE) to per-
form these functions. See State Postsecondary Review Entity (SPRE).

A Title IV aid program jointly funded by the federal government and

participating states. It provides state scholarship grant assistance to
students who show financial need.

An official Pell Grant statement from ED that sets a school's Pell
authorization level for the upcoming year and projects future adjust-
ments to the school's Pell payments. See also Federal Pell Grant.

A student must sign this statement to receive federal student aid. By
signing, a student agrees to use Title IV student aid solely for educa-
tion expenses. The statement appears on the Student Aid Report
(SAR), the Federal Stafford loan application, and the Unsubsidized
Stafford loan application; a school also may prepare its own similar
statement for a student to sign. Both the student and parent must sign
this statement on a Federal PLUS application.

A random selection from the entire population.

The report sent directly to a student that summarizes the information
submitted on the student's Free Application for Federal Student Aid
(FAFSA) and provides financial-need calculations (including the
student's Expected Family Contrit ation [EFC]) ca the basis of these
submitted figures. If the Student Aid Report (SAR) does nec need cor-
rections, the student turns it in to the financial aid office of the school
she/he will be attending. If corrections or information changes need
to be made, the student provides the informarion needed to make the
corrections and returns Part II of the SAR to the Central Processing
System (CPS).

Part 3 of the SAR is the Payment Voucher, an accounting form the
school uses to certify disbursement information to ED about financial
aid payments the student receives. See also Payment Voucher (Federal
Pell Grant).

Consists of variance over which the student and/or family has control,
such as the reporting of income, household size, and number in col-
lege. There are three subsections for student QA reading: Federal Pell
Grants, Campus-based aid, and Federal Stafford loans.

See Cost of Attendance and Source Document.
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Confirmation
Report

Student
Contribution

Student L.oan
Reform Act of 1993
(SLRA)

Student Payment
Grant Summary

Student Status
Confirmation
Report

Summary QA
Reading

Supplemental
Appropriation

QA WORKBOOK * 1995:96 "

See Student Status Confirmation Report.

The dollar figure the student is expected to contribute toward post-
secondary educational costs from base-year income (taxed and un-
taxed), assets, and other resources. This amount is determined by
analyzing the student's income and assets in tandem with provided
allowances designed to ensure that the student actually can contribute
the necessary expenses. See also Assets, Base Year (for financial aid
awards), Taxed Income, and Untaxed Income.

Federal legislation tied to the Higher Education Act (HEA); it was
enacted on August 10, 1993. It is the legislation that created the
Federal Direct Student Loan Program and eliminated the Federal! Sup-
plemental Loans for Students (SLS) Program. See also Higher Educa-
tion Act (HEA) of 1965, as amended.

A listing retained in ED's records of Federal Pell Grant recipients and
their award information. The summary is sent to the institution at least
three times during the award year as well as at the end of the award
year.

A guaranty agency report (either printed or on magnetic tape) that is

sent to educational institutions at least twice a year. It lists all the
Federal Stafford Loan and Federal Supplemental Loans for Students
(SLS) borrowers at the institution who (a) have loans guaranteed by
the agency and (b) were last reported as enrolled at the school.

The institution is required to provide the guaranty agency with certain
enrollment information about each of the borrowers. Lenders use the
Student Stati . Confirmation Reports as a monitoring device to help
determine when student borrowers are eligible to begin repaying their
student loans.

Consists of overpayments and underpayments for Federal Pell Grants,
overpayments for Campus-based aid, and over- and undercertifications
for Federal Pell Grants, overpayments for Campus-based aid, and over-
and undercertifications and overpayments for Federal Stafford loans:
summary QA reading is comprised of both student and institutional
variance.

Appropriation measures passed by Congress and signed by the presi-
dent after the regular appropriation to (a) meet unanticipated expenses,
(b) fund new authorizations, or (c) expand existing funding. See also
Appropriation.
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Suppiemental
Educational
Opportunity
Grant (SEOG)

Supplemental

Loans for Students

(SLS)

Systematic
Random Sampling

Taxed Income
Team Approach
Term-Based

Schools

Tolerance Levels
(verification)

Transfer of Funds

U.S. Code (U.S.C.)

Undergraduate

Unemployed

See Federal Supplemental Educational Opportunity Grant (FSEOG).

See Federal Supplemental Loans for Students (SLS).

Method of selection in which cases are drawn from a population at
some fixed interval, but where the starting case is selected at random;
it may be an automated or a manual selection process; it is a particu-
larly useful method for small institutions that will have a short list of
recipients and will draw the sample manually (even if the recipient list
is generated by computer) or will use a small computer system to
automate the selection.

Personal income (earnings) subject to federal tax. See Untaxed In-
CeC Me.

Actively seeking the participation of staff throughout the institution
toward improving office operations, and recognizing staff contributions.

Institutions that measure ‘academic progress in terms — quarters, tri-
mesters, or semesters — and where students earn credit hours.

On a Student Aid Report (SAR) or other federal output document, the
allowed limit of the absolute value of the dollar error within which
financial aid recalculation and/or reprocessing is not required. If the
absolute values are equal to or greater than the tolerance levels, the
Expected Family Contributions (EFCs) must be recalculated using the
correct data. See also Verification.

Moving a statutorily allowable percentage of financial aid allocations
from Perkins loan funds to Federal Work-Study (FWS) funds and from
Perkins loan funds and FWS funds to Federal Supplemental Educa-
tional Opportunity Grant (FSEOG) funds.

The federal government's compilation of public laws.

In Federal Pell Grant and Federal Supplemental Educational Opportu-
nity Grant (SEOG) terminology, a postsecondary-education student
who does not have a first baccalaureate degree or a first professional

degree.

Not working this week but available for work and having made spe-
cific efforts to get a job sometime during the past four weeks.
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Unmet Need

Unsubsidized
Faderal Stafford
Loan

Untaxed Income

Update
Requirement

Validity

Verification

Verification ltems

The total student's cost of attendance (COA) at a specific school minus
the student's Expected Family Contribution (EFC) and Estimated

~ Financial Assistance (EFA).

(COA - EFC - EFA = student's unmet financial need.)

The Unsubsidized Federal Stafford Loan Program provides loans to
students who do not meet the financial-need criteria for a Federal
Stafford Loan. An Unsubsidized Federal Stafford Loan may be substi-
tuted for all or part of the Expected Family Contribution (EFC) and is
referred to as a “non-need-based” loan. These loans may be borrowed
by undergraduate, graduate, and professional students. See also Fed-
eral Stafford Loan (subsidized).

Income (earnings) or resources that are not subject to federal tax and
are not reported on a tax form. Examples of untaxed income are
welfare benefits, child support, interest on tax-free bonds, some Social
Security benefits, certain viiemployment compensation, and military
and other subsistence and quarters allowances.

Required notification to ED of a change in the information originally
reported on an aid application. Updates are required for changes in
household size, number of family members enrolled in postsecondary
education, and dependency status. If the numbers in these items
change, it might cause a significant change in a student's Expected
Family Contribution (EFC).

The research design permits generalizations/inferences to some relevant
population (i.e., entire Title IV recipient population) beyond the group
(i.e., the QAP sampled students) used in the evaluation itself.

The technical and administrative procedures for detecting and resolving
inaccuracies in the data a student (and family) supplied on the Free
Application for Federal Student Aid (FAFSA) when applying for Title
IV aid. ED publishes a Verification Guide each year that details veri-
fication guidelines and procedures. See also Conflicting Information
and Edit Checking.

Specific student (and family) applicant information that must be
checked for accuracy during the Title IV verification process. Verifi-
cation may extend to other items on the Free Application for Federal
Student Aid (FAFSA) at the discretion of the financial aid administra-
tor. See also Conflicting Information and Verification.
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Verification
Worksheet

Vocational Schools*

William D. Ford
Federal Direct
Student Loan
Program

An ED worksheet/form issued to a student who applied for federal
financial aid using the Free Application for Federal Student Aid
(FAFSA) and whose FAFSA was selected by the Central Processing
System (CPS), or at the discretion of the financial aid administrator,
for verification. The worksheet notes additional documents the appli-
cant needs to submit to complete the verification process.

There were four types of eligible institutions (to receive Title IV
federal student financial aid) prior to 1992. As a result of the 1992
reauthorization of the Higher Education Act (HEA), there now are only
three types of eligible institutions: institutions of higher education;
proprietary institutions of higher education; and postsecondary voca-
tional institutions. (*This term is no longer in use; it is provided for
your background information.)

A federal program where the U.S. government provides the following
four types of education loans to student and parent borrowers directly
through institutions:

* Subsidized Federal Direct Stafford Loan;

* Federal Direct Unsubsidized Stafford Loan;
* Federal Direct PLUS [parent] Loan; and

* Federal Direct Consolidation Loan. .

See individual loan names.
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o APPENDIX C
ACRONYMS

AAl Adjusted Available Income
Al Available Income
ADC Aid to Dependent Children
ADP Automated Data Processing
AFDC Aid to Families with Dependent Children
AGI Adjusted Gross Income

G APC Adjusted Parents’ Contribution
ATB Ability to Benefit
ATI Available Taxal;le Income
CcB Campus-based Programs and Campus-based Dear Colleague Letter
CFR Code of Federal Regulations
COA Cost of Attendance
CcPS Central Processing System
CR Credit
CTl Contribution from Taxable Income
DNW Discretionary Net Worth
EA Employment Allowance
ED U.S. Department of Education
EDE Electronic Data Exchange
EFA Estimated Financial Assistance
EFC Expected Family Contribution

‘ EFN Exceptional Financial Need Scholarship Program:
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ESAR Electronic Student Aid Report
FAA Financial Aid Administrator
FAF Financial Aid Form

FAFNAR Financial Aid Form Need Analysis Report (College Scholarship Service)
FAFSA Free Application for Federal Student Aid

FAT Financial Aid Transcript

FC Family Contribution (a former term for the EFC)

FCS Family Contribution Schedule

FFEL Federal Family Education Loan Program (includes subsidized Federal Stafford,
Program unsubsidized Federal Stafford, Federal PLUS, and Federal Consolidation Loans)
FDSL William D. Ford Federal Direct Student Loan Program

FISAP The Fiscal Operations Report and Application to Participate in the Federal

Perkins Loan, FSEOG, and FWS Programs

FISL Federal Insured Student Loan (no new loans are issued, but old ones are still
being collected)

FSEOG Federal Supplemental Educational Opportunity Grant (formerly SEOG)

FT Full Time

FWS Federal Work-Study (formerly College Work Study or CWS)

FY Fiscal Year

GED General Education Development (certificate)

GPA Grade Point Average

GSL Guaranteed Student Loan (formerly referred to a specific type of loan, now

renamed Federal Stafford Loan; also formerly used as a general term for the
Stafford. SLS. PLUS, and Consolidation Loan Programs, now renamed the
Federal Family Education Loan Frogram or FFEL)

HEA Higher Education Act of 1965, as amended

ICL Income Contingent Loan

IMD Institutional Monitoring Division (formerly Division of Audit and Program
Review)

INS Immigration and Naturalization Service

IPA Income Protection Allowance

IRA Individual Retirement Account

IRS Internal Revenue Service
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NPRM
NRM
NSLDS
NSSP
OPE
PAIS
PAN
PLUS
QA
QAP
QC
SAP
SAR
SEP
SNT
SOA
SSCR
SSCS
SSIG
SSN

Notice of Proposed Rulemaking

Negotiated Rulemaking

National Student Loan Data System

National Science Scholars Program

Office of Postsecondary Education

Performance and Accountability Improvement Staff
Payee Account Number

Parent Loans for Undergraduate Students (used only as an acronym)
Quality Assurance

Quality Assurance Program

Quality Control

Satisfactory Academic Progress

Student Aid Report

Statement of Educational Purpose

Simplified Needs Test

Statement of Account

Student Status Confirmation Report

Selective Service Compliance Statement

State Student Incentive Grant

Social Security Number
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< APPENDIX

QUALITY ASSURANCE PROGRAM
RECOGNITION AND AWARDS PROGRAM GUIDELINES
19 -19

INSTITUTIONAL MODEL OF QUALITY AWARD

PURPOSE

To recognize an institution, currently participating in the Quality Assurance Program (QAP), for
its outstanding contributions to quality improvements; exemplary quality assurance practices; and
achievements in reducing QA Readings. This award identifies and promotes an institution's
strong quality program which has resulted in effective and measurable quality improvements.
This award is given in recognition of significant contributions and accomplishments that exceed
the minimum performance requirements of the Program.

DESCRIPTION

A non-monetary award presented to one (1) institution currently participating in the Quality
Assurance Program. The recipient will receive an.award symbolic of this achievement.

TIME AND PLACE OF PRESENTATION

Formal presentation of the award will be made by the prior year's recipient (Chairperson of the

Selection Committee) or designee at the annual National Association of Student Financial Aid
Administrators (NASFAA) Annual Conference, usually held in July.

)
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ELIGIBILITY CRITERIA

To be eligible for consideration for the Institutional Model of Quality Award, an institution

currently participating in the Quality Assurance Program must have fulfilled these minimum
requirements during the performance period.

1.

2.

Developed a complete plan for quality improvements;

Measurement system and database is fully operational and complete and produces valid data
for QA Readings;

Determined probable causes of QA Readings and selected appropriate quality improvements;

Developed a comprehensive plan for implementing quality improvements; and has
implemented quality improvements to achieve identified objectives;

Identified additional areas for quality improvement (if appropriate);
Identified causes and selected appropriate quality improvements for additional areas;

Developed a comprehensive plan for implementing quality improvements for additional
areas; and

Must have completed all Program activities for the past three consecutive years (e.g.,
submitted QA Annual Measurement Diskettes and Mid- and End-of-Year Reports, and so
on) on time.

After receiving the Institutional Model of Quality Award, the recipient:

1.

Agrees to prepare/publish articles about success and benefits of participating in the Quality
Assurance Program.

Agrees to make a presentation at least one (1) QAP Training Workshop concerning how the
institution achieved Model status.
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SELECTION CRITERIA

In addition to meeting basic QA Program and reporting requirements, the nominee must
demonstrate a commitment to quality in the following areas:

MAXIMUM
POINTS

1. Top Management Leadership and Support 20
2. Quality Improvement Planning 15
3. Employee Training and Recognition 15
4. Employee Empowerment and Teamwork 15
5. Focus on the Customer 40
6. Measurement and Analysis 15
7. Quality Assurance 30
8. Quality and Productivity Improvement Results _350

Total: 200

Note: A score in the 80 to 100 percent range means that the institution has achieved a “world
class™ standard and has a quality culture which is pervasive throughout the institution
with visible top management commitment.

A score in the 40 to 60 percent range means that the institution has implemented credible
quality improvement processes yielding measurable improvement results. Some offices

other than the financial office itself are involved in a coordinated improvement process.

A score in the 0 to 20 percent range means that the institution is in the beginning stages
of implementing Total Quality Management (TQM) within the financial aid of'ice.
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DUTIES AND RESPONSIBILITIES OF
SELECTION COMMITTEE CHAIRPERSON

1. The Financial Aid Director, or designee representing the institution that received the Model

of Quality Award the prior year, shall serve as Chairperson of the Selection Committee for
the year in which the award is given.

2. The Selection Committee Chairperson shall coordinate assignments and conduct follow up
with Selection Committee members.

3. The Selection Committee Chairperson shall serve as facilitator during coaference calls.

4. The Selection Committee Chairperson shall submit the name of the Institutional Model of
Quality Award recipient to:

Sharyn Plunkett, Program Analyst
U.S. Department of Education
Performance & Accountability
Improvement Staff, IPOS/OPE
ROB-3, Room 3023

600 Independence Avenue, S.W.
Washington, DC 20202-5232

APPENDIX D: RAP GUIDELINES




t

SELECTION COMMITTEE

The Selection Committee shall consist of not more than five (5) institutional representatives and
one (1) QAP team (federal) representative.

If feasible, committee membership shall represent the QAP by types of institution, size,
geographical area, and so on, to the extent possible.

Members shall be appointed by the Selection Committee Chairperson or persons may volunteer
to serve. '

The Committee members must be excused from considering an application from his/her
institution.

DUTIES AND RESPONSIBILITIES OF
SELECTION COMMITTEE

Each member shall independently review and evaluate each nomination submitted for the
Institutional Model of Quality Award and Individual Peer Recognition Award.

The Selection Committee shall use the established criteria to evaluate and rate each

nomination. The evaluator will be expected to provide written strengths and weaknesses
for each nomination.

Each member is expected to complete his/her review of nominations within the specified
timeframe.

As a group, the Committee shall discuss (via telephone conference call or other means as
may be determined) the final slate of nominees.

The Selection Committee shall determine the candidate most deserving of this award based
on the final rating.

Each member shall mail or fax the nominations and supporting documentation to the
Selection Committee Chairperson.

398

QA WORKBOOK * 1995-96




NOMINEE:

TOP MANAGEMENT LEADERSHIP AND SUPPORT

This category examines how all levels of senior management create and sustain a clear and

visible quality value system, along with a supporting management system, to guide all
activities of the office.

Some examples:

Financial Aid Director is personally and visibly involved in the management of the QAP
(ie., develops and maintains a customer focus and an environment for quality
performance improvement);

Financial Aid Director supports the QAP by encouraging cross-organizational problem-
solving teams which draw upon the resources of other areas and strengthen the
communications link among those within and outside of the financial aid office;

Financial Aid Director makes the necessary resources (e.g., staff, computer capabilities,

funds to attend annual QAP training workshops, and so on) available to support the
QAP;

Financial Aid Director promotes and supports the expansion of the QAP theory and
methodology beyond the financial aid office;

Financial Aid Director builds and maintains an environment for excellence conducive
to full participation and organizational growth; and

Senior institutional managers promote and support the expanded application of quality

methods beyond the financial aid office, through visible and personal involvement in the
development of an effective quality culture.
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NOMINEE:

2. QUALITY IMPROVEMENT PLANNING

This category examines the extent to which quality considerations are integrated into the
overall planning process.

Some examples:

 Financial Aid Office has short and long-term plans for quality improvement. Counselors
and otner staff participate in the planning process;

« Internal (FAO staff, Bursar, Registrar, Admissions, and so on) and external (students,
parents, and so on) customer needs are considered in the planning process to improve
existing products and services;

e Data, information, and analyses (e.g., customer requirements, process capabilities
[computer system limitations, award formulas, MDE capabilities, and so on]; supplier
data; and benchmark data) are used in the planning process; and

 Financial Aid Office’s quality improvement goals are considered in institution-wide
planning and budgeting (i.e., resources are committed to meet the plan requirements).
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NOMINEE:

3. EMPLOYEE TRAINING AND RECOGNITION

This category examines the organization's efforts to develop and utilize the full potential of
the workforce for quality improvement and personal and organizational growth, as well as

its efforts to use rewards and incentives to recognize employees who improve quality and
productivity.

Some examples:

* The institution has an ongoing, comprehensive training program, including training in
quality improvement strategies and techniques, established for financial aid office staff;

¢ Training plan under development. Most employees trained in problem solving to sup-
port continuous improvement; ongoing training in technical skills offered;

* Financial Aid Director, and others, are trained in support of continuous improvement

and quality management techniques; iotal quality management (TQM) awareness; and
technical job skills;

» Staff training plans are clearly linked to institutional long range plans; training needs
are routinely assessed in a structured manner;

» Financial Aid Director evaluates and improves the effectiveness of its quality and related
education and training for the financial aid staff;

* A formal process is in place to evaluate and recognize employee contributions to the
financial aid office's quality and performance objectives;

* A broad-based rewards and recognition program is in place and encompasses all levels
of the financial aid office;

* An employee feedback system is made part of the rewards and recognition program;

* The performance and recognition program recognizes accomplishments of individuals
as well as teams; and

* A peer recognition program is in place.
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NOMINEE:

4. EMPLOYEE EMPOWERMENT AND TEAMWORK

This category examines the effectiveness and thoroughness of employee involvement in
quality improvement efforts.

Some examples:

« Management practices and specific mechanisms are used to promote staff contributions
and involvement in the financial aid office's overall quality improvement program,

« All financial aid staff are encouraged to participate in quality improvement activities;

« Teams are established to develop a quality improvement program which addresses
problems or weaknesses identified through the QAP Annual Measurement Task;

« Cross-organizational teams, involving offices outside the financial aid office, are
‘ established to develop and implement quality improvements;

« Teams are generally empowered to implement solutions which they have identified;

« Suppliers and customers (i.e., financial aid processors, lenders, guarantee agencies,
students, and so on) are routinely involved in the team improvement process; teams
actively solicit information (i.e.. survey questionnaire or other means) from customers
and suppliers:

« Most employees feel “ownership” of quality improvement, exhibit personal pride in
quality of work; and

« Majority of supervisors support employee involvement, contribution, teamwork; and
trust/respect between management and employees is growing.
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NOMINEE:

5. Focus ON THE CUSTOMER

This category examines the organization's overall customer service systems, knowledge of
the customer, responsiveness and ability to meet customer requirements and expectations.

Some examples:

» Financial aid office customers (internal and external, e.g., students, parents, other insti-
tutional offices, state and federal governments, and so on) are identified and customer
feedback is periodically solicited;

* Customer requirements and levels of satisfaction are periodically measured and
documented and information gathered is used to improve office practices;

e Customer expectations ‘and needs are routinely communicated to financial aid office
staff;

« Organizational measures and service standards are derived, to a significant degree, from
customer requirements and expectations;

e Customer feedback (i.e., comments, suggestions, compliments and complaints) is sought
for improvement through a variety of formal and informal means; and

* Processes are in place to communicate with customers and provide easy access to
required informatic a.
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NOMINEE:

6. MEASUREMENT AND ANALYSIS

This category examines the scope, validity, use, and management of data and information
that underlies the organization's quality improvement system and how the data are used to
improve processes and services.

Some examples:

» Financial aid staff employ a structured process for analyzing QAP annual measurement
data and developing quality improvements;

« Quality, timeliness, and other data are collected from major customer/suppliers and
employed to evaluate and improve most products and services;

o Student and/or institutional data in addition to the required QAP annual measurement
data elements are routinely collected and used to measure quality,

e Checks are made and processes are in place to ensure the validity of quality data;

e Most work units or groups within the financial aid office use quality measures to assess
their effectiveness in meeting customer expectations, and to identify problems and
solutions; '

« Information collected is usually complete, accurate, timely, and useful; and

» Some benchmark data is used for comparative analysis.
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NOMINEE:

QUALITY ASSURANCE

This category examines the systematic approaches used by the organization for total quality
assurance of products and services, and the integration of quality assurance with continuous
quality improvement.

Some examples:

* Financial aid office operations' are enhanced through the development of innovative, pro-
active practices and procedures designed to prevent quality problems; methods used to
assure quality generally emphasize prevention rather than defection/inspection;

* Product or service-related standards are established for many aid office functions;

* Products and services are verified to meet customer needs and expectations; and

* Financial aid office quality assurance and control processes are reviewed and assessed
regularly to assure and improve their effectiveness.
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NOMINEE:

8. QUALITY AND PRODUCTIVITY IMPROVEMENT RESULTS
This category examines the measurable and verifiable results of the organization’'s quality
improvement practices. Data tables and graphs summarizing trends and achievement should

be utilized.as much as possible.

Some examples:

+ Accuracy rates for student and/or institutional data elements, as measured through the
QAP annual measurement software, have shown upward trends over time;

« Reductions in QA Readings or maintenance of low QA Readings are documented;

«  Other quality indicators (e.g., customer satisfaction indicators) have shown improvement
over time;

 Improvements in aid office productivity and service are documented;
o Results are related to TQM approach; and

« Results contribute to meeting the institution and financial aid office's mission.
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GENERAL INSTRUCTIONS

1. An institution may nominate itself or nominate another participating institution for the
Insiitutional Model of Quality Award. An institution may make only one nomination.

2. Nominator must complete the attached Institutional Model of Quality Award Nomination
Form.

3. Nominator must prepare a narrative statement which cites clearly, specific examples of
accomplishments and contributions for each selection criteria.

4. The rarrative statement must be typewritten, not to exceed ten (10) pages and accompanied
by applicable supporting documentation.

5. Nominations must be mailed to:

Sharyn Plunkett, Program Analyst
U.S. Department of Education
Performance & Accountability
Improvement Staff, IPOS/OPE
ROB-3, Room 3023

600 Independence Avenue, S.W.
Washington, DC 20202-5232

6. Nominations must be postmarked by

7.  For further information, contact Sharyn Plunkett at (202) 708-8443.
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‘ : INSTITUTIONAL MODEL OF QUALITY AWARD
NOMINATION FORM
19 - 19

Please complete the following information. (Please print or type.)

NOMINEE'Ss NAME AND ADDRESS:

NOMINATOR'S NAME AND ADDRESS:

Attach the narrative statement and any supporting documentation to this form.

Nominator's Signature Date

Mail this form, narrative statement, and supporting documentation to the following address:

Sharyn Plunkett, Program Analyst
U.S. Department of Education

_ Performance & Accountability
Improvement Staff, IPOS/OPE
ROB-3, Room 3023
600 independence Avenue, S.W.

‘ Washington, DC 20202-5232
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E PROGRAM
RECOGNITION AND AWARDS PROGRAM
19 -19

TITLE OF AWARD: LEADERSHIP AWARD

PURPOSE

Individual(s) receiving this award is recognized for distinguished leadership and outstanding
contributions to the Quality Assurance Program (QAP).

DESCRIPTION

The recipient(s) of the Leadership Award will receive a plaque in honor of this achievement.

EuGIBILITY

Individual(s) must have participated in the Quality Assurance Program during the year in which
the award is given.

SELECTION CRITERIA

1. Individual(s) must have demonstrated consistent leadership and support in at least three of
the following areas:

a.

b.

exemplified a commitment to quality;
encouraged and promoted the concept of team excellence;

encouraged others to work toward the advancement of the Quality Assurance Program's
mission and goals;

provided guidance and sets a positive example in problem-solving and quality
improvement;

served as QAP workshop trainer/facilitator;
served as a tester for the QAP Software;

served on quality assurance panels at national, state, or rcgional student financial aid
conferences that promote the QAP; or 4 ] 0
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' h. prepared written reports, news articles, or letters promoting and describing the benefits
of the QAP.

2. Individuals must have provided technical assistance and support to colleagues at the same
institution or a different institution in the Program.

3. Operated an exemplary quality improvement program at his/her institution.
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TITLE OF AWARD: INDIVIDUAL RECOGNITION FOR THE ADVANCEMENT OF
QUALITY IMPROVEMENT AWARD

PURPOSE

Recipient(s) of this award is being recognized for his/her individual initiative and contribution
to the advancement of the quality improvement principles within the Program, the student finan-
cial aid community, and beyond.

DESCRIPTION

The recipient(s) of the Individual Recognition for the Advancement of Quality Improvement
Award will receive a certificate in honor of this achievement.

ELGIBILITY

Individual(s) must have participated in the Quality Assurance Program during the year in which
the award is given.

SELECTION CRITERIA

1. Individual(s) must have served an active role on either a task force(s), committee(s), or
special project(s), and so on concerned with a specific quality improvement issue.

2. Individual contributions have been significant and instrumental in the advancement, con-
tinuation, enhancement, and understanding of the importance of quality in the delivery of
student financial aid.
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TiTLE OF AWARD:  INSTITUTIONAL ACHIEVEMENT AWARD

PURPOSE

Institutions receiving this award are recognized for the combined efforts of their Quality

Assurance Team in successfully conducting the quality assurance activities under the Quality
Assurance Program.

DESCRIPTION

The recipients of the Institutional Achievement Award will receive a certificate in honor of this
. achievement.

ELIGIBILITY

Institutions must have participated in the Quality Assurance Program, at the continuing-year level,
during the year in which the award is given. Only continuing-year institutions are eligible to
receive this award.

SELECTION CRITERIA
1. Institutions must have completed the Workbook activities for continuing-year participation.

as demonstrated in the End-of-Year Report for the prior year and the Mid- and End-ot-Year
Reports for the year in which the award is given.

t9

The End-of-Year Report from the prior year, and the Mid- and End-of-Year Reports for the
year in which the award is given have been submitted within the required timeframe, are
complete with Narrative Statements, and are clear and concise.

3. The prior year's Quality Assurance Annual Measurement diskette has been submitted
according to the program schedule or revised schedule.
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TITLE OF AWARD:  INDIVIDUAL PEER RECOGNITION AWARD

PURPOSE

To recognize an individual(s) who actively participates on a Quality Assurance Program (QAP)
team; exhibits high standards of performance; provides encouragement and assistance to
colleagues; and who exhibits special qualities that have helped to strengthen the confidence and
abilities of others to become successful in the QAP.

DESCRIPTION

A non-monetary award presented to an individual or individuals deserving special recognition for
special accomplishments. The recipient(s) of this award will receive a certificate in honor of this
achievement. The recipient of this award, like the Institutional Model of Quality Award, will be
nominated by their peers and evaluated and rated by the Selection Committee.

TIME AND PLACE OF PRESENTATION
The Award will be presented to the recipient(s) at the Quality Assurance Program's Recognition
and Awards Program Reception during the National Association of Financial Aid Administrators

(NASFAA) Annual Conference, usually held in July.

EuGiBiLITY

Individual(s) currently participating in the Quality Assurance Program are eligible. More than
one individual may receive this award. There is no restriction on the number of times an indi-
vidual may receive this award.
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‘ | SELECTION CRITERIA FOR THE
INDIVIDUAL PEER RECOGNITION AWARD

The nominee must meet all of the following criteria:

MAXIMUM
POINTS
1. Exemplifies a commitment to quality; 15
2. Encourages and promotes the concept of teams and
actively participates on a team; 20
3. Encourages others to work toward the advancement of
the Quality Assurance Program's mission and goals; 20
4. Provides guidance and sets a positive example in
problem-solving and quality improvement; 15
5. Gives freely of his or her time to share helpful
information and explain the concept and methodology
‘ of quality assurance with other institutions; 10
6. Establishes ongoing communication among colleagues
about quality assurance activities; and consistently
reaches out to colleagues by providing technical
assistance and sharing ideas whether called upon
or not; and 10
7. Shows concern for others by .his/her continuous efforts
to help others improve their quality assurance programs. 10
Total: 100
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6.

7.

GENERAL INSTRUCTIONS

Nominator must complete the Individual Peer Recognition Award Nomination Form. Only
one nomination per person will be accepted.

Nominator must prepare a narrative statement, not to exceed five (5) typewritten pages.
The narrative statement must cite specific examples for each selection criteria.

Attach applicéble supporting documentation to the narrative statement.

Mail nomination to:

Sharyn Plunkett, Program Analyst
U.S. Department of Education
Performance & Accountability
Improvement Staff, IPOS/OPE
ROB-3, Room 3023

600 Independence Avenue, S.W.
Washington, DC 20202-5232

Nomination must be postmarked by

If you have any questions, call Sharyn Plunkett on (202) 708-8443.
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INDIVIDUAL PEER RECOGNITION AWARD
NOMINATION FORM
19 -19

Please complete the following information. (Please print or type.)

NOMINEE's NAME AND ADDRESS:

NOMINATOR'S NAME AND ADDRESS:

Attach the narrative statement and any supporting documentation to this form.

Nominator’s Signature Date

Mail this form. narrative statement, and applicable supporting documentation to:

Sharyn Plunkett, Program Analyst

U.S. Department of Education

Performance & Accountability
Improvement Staff, IPOS/OPE

ROB-3, Room 3023

600 Independence Avenue, S.W.

. Washington, DC 20202-5232
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WORKSHEET MA-1
SCHEDULE OF ACTIVITIES "OR THE MANAGEMENT ASSESSMENT TASK'

Management Assessment
VA Acﬁﬁty‘ .

~ ‘Successful
- Implementation

Staff Responsible/
Team Member -

Select team members to
complete MA activities.

No later than October
1.

Complete Worksheet MA-1:
Schedule of Activities for the
Management Assessment Task.

No later than October
I.

Complete Worksheet MA-2:
Develop a Flowchart of
Procedures Used to Deliver
Aid.

Initiate by October 1.

Complete Activity Three:
Complete the Management
Assessment Worksheet (MA-3a
or b and ¢).

Complete no later than
August 15. Submit
with End-of-Year
Report.

' Make a copy of this Worksheet for each team member responsible for completing Management
Assessment activities. Post one copy in the office, and place the original schedule in your master QAP
File.

CHAPTER ONE: MANAGEMENT AsSESSMENT Task
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WORKSHEET ME-1
SCHEDULE OF ACTIVITIES FOR THE MANAGEMENT ENHANCEMENT TASK'

Management Enhancement
Activity

Suggested Date for
Successful
Implementation

Staff Responsible/
Team Member

—

Date Completed
 (Actual)

po—oc/ |

|

Select team members to
complete ME activities.

Immediately after
completing MA Task.

Complete Worksheet ME-1:
Schedule of Activities for the

Management Enhancement
Task.

Immediately after
completing MA Task.

Complete Worksheet ME-2:
Management Enhancement
Action Plan for each identified
enhancement action.

No later than August 1.
Submit with End-of-
Year Report.

' Make a copy of this Worksheet for each team member responsible for completing Management
Enhancement activities. Post one copy in the office, and place the original schedule in your master QAP

File.

QA WORKBOOK * 1995-96




WORKSHEET ME-2
MANAGEMENT ENHANCEMENT ACTION PLAN

High or Low Priority:
1. Enhancement Item:
2. Enhancement Action:
3. Lead Person, Title,
and Office:
4. Other Campus
Office(s)/
Representative(s)
Involved: 9, 3)
2) 6)
3) 7)
4) 8)
Projected Dates Actual Dates

5. Implementation Start Date:

Implementation End Date:

6. Long- or Near-Term Management Enhancement Action?

—_ r~
.O‘-)o.\
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EXAMPLE

. WORKSHEET ME-2
MANAGEMENT ENHANCEMENT ACTION PLAN
High or Low Priority: High

1. Enhancement Item: 9-month EFC determination (D-2)

2. Enhancement Action: _4 hr. training session with Pell staff and Bursar's representative

3. Lead Person, Title,
. and Office: Jane Doe, Assistant Director, FAQ

4. Other Campus

Office(s)/
Representative(s) , )
Involved: 1) Bursar's: David Jones 5)
2) 6)
3) 7
@ . ]
Projected Dates Actual Dates
5. Implementation Start Date: October 16, 1995 October 22, 1995
Implementation End Date: October 30, 1995 November 3, 1995

6. Long- or Near-Term Enhancement Action? Near-term action

®

" CHAPTER TWO: MANAGEMENT ENHANCEMENT TASK
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WORKSHEET AM-1
SCHEDULE OF ACTIVITIES FOR THE ANNUAL MEASUREMENT TASK®

S T T AR T T, I . e

“ Suggested Date for ,
. | -‘Annual Measurement | Successful Implemen- Staff Responsible/ Date Completed
Activity tation Team Member (Actual)

Select team members
to complete AM activi-
ties.

Initiate by September 1,
and complete activity
assignments no later
than October 1.

Complete Worksheet
AM-1: Schedule of
Activities for the An-
nual Measurement
Task.

Complete no later than
October 1.

Provide sampling

guidelines and | |

nstructions to individ-

ual(s) assigned to draw
sample.

Complete no later than
Octover 1.

Select QAP sample.

Initiate by October 15,
complete no later than
November 15 (may -
vary depending on

insfitution's calendar).

Complete Worksheet
AM-2: %P Sample
Selection Data for a
Simple Random QAP
Sample.

Initiate by October 15,
complete no later than
November 15.

Complete Worksheet
AM-2a: QAP Sample
Certification
Worksheet.

Complete no later than
November 15.

Prepare information
requesting docu-
mentation from QAP
sampled students.

Prepare information
prior to QAP sample
selection and no later
than November 15.

Review cost of atten-
dance and student bud-
gets, recalculate if
needed, and }&l}ace copy
in master QAP file.

Complete review prior
to QAP sample selec-
tion and no later than
November 15.

Comglete Worksheet
AM-3: QAP Sample
Documentation Collec-
tion Plan.

Complete no later than
November 15.

* Make a copy of this Worksheet for each staff/team member responsible for completing Annpal
Measurement activities. Post one copy in the office, and place the original schedule in your master QA File.

QA WORKBOOK * 1995-1996




WORKSHEET AM-1 (Continued)
SCHEDULE OF ACTIVITIES FOR THE ANNUAL MEASUREMENT TASK

Suggested Date for
Annual Measurement | Successful Implemen- Staff Responsible/ Date Completed
Activity tation Team Member . {Actual)
Review and complete Complete review prior
Worksheet AM-3a: to QAP sample selec-
Standard tion but no later than
Documentation and November 15
Timing Guidelines for
Student-Reported and
Institutional Data -
Items.
Conduct 1st follow-up | Complete no later than
with non-respondents. December 31 (date may
vary depending on in-
stitiition's calendar).
Complete Worksheet Complete after each
AM-4: QAP Software | student's documentation
Data Entry Form for collection is complete.
each complete QAP Verify time sensitive
sample case. data items according to
dates specified on
Worksheet AM-3a.
Enter information from | Enter data only after
completed Worksheet time sensitive data :
AM-4 onto QAP items have been veri-
Software. fied but no later than
July 15.
Complete Activity Review may be initi-
Five: Analyze Results. | ated after completin
Submit datd diskette to | data en}r¥ of Worksheet
8A Program AM-4 intormation but
ontractor. no later than July 15.
028

" CHAPTER THREE: ANNUAL MEASUREMENT TASK




WORKSHEET AM-2 ‘
QAP SAMPLE SELECTION DATA FOR A SIMPLE RANDOM QAP SAMPLE

ITEM la. | Total number of students receiving Pell Grants.”

Total Pell Grant program (not QAP sample) dollars awarded.

b. | Total unduplicated number of students receiving aid under one or more of the
Campus-based programs.”

Total Campus-based program (not QAP sample) dollars awarded.

¢. | Total unduplicated number of students certlﬁed/orxgmated for (subsidized) Stafford
Loans/Direct Loans.”

Total subsidized Stafford Loan/Direct Loan program (not QAP sample) dollars
certified/originated.

d. | Total unduplicated number of students who received aid (total number of students
receiving Pell and/or Campus-based aid and/or certified/originated for a subsidized

Stafford Loan/Direct Loan for the current award year; not the sum of la, b and
c).”

e. | Date as of which counts are accurate. ‘
ITEM 2a. | Minimum QAP sample size.

b. | Actual QAP sample size (if larger or if it includes entire population).

ITEM 3. | Sampling interval (1.d divided by 2.a or 2.b, eliminating the numbers after the
decimal point).

ITEM 4. | Random seed (if applicable).

ITEM 5. | Actual number of students drawn for the QAP sample.

ITEM 6a. | Source used for QAP sample selection (e.g.. name of computer file or source of
manually maintained list).

b. | Date as of which this list is accurate up-to-date, and complete.

ITEM 7. | Attach to this form a list of students included in the QAP sample.

“Includes recipients for the current award year, excluding any summer-only recipients.

' CHAPTER THREE: ANNUAL MEASUREMENT TASK




WORKSHEET AM-2a
QAP SAMPLE CERTIFICATION WORKSHEET

Certification Area One: Sampling Frame

1. Does the sampling frame include:

A) Recipients cf need-based, subsidized Title IV student financial aid? Q Yes U No
B) Recipients of Federal Pell Grants and Campus-based aid, students Q Yes U No
certified subsidized Stafford Loans, and recipients of subsidized Direct Loan
originations?
Name of Person Certifying QAP Coordinator Date
Certification Area Two: QAP Sample Size ‘ |
1. What is the appropriate minimum QAP sample size?
2. What is the actual QAP sample size?
Name of Person Certifying QAP Coordinator ate
Certification Area Three: Random QAP Sample Selection
1.  Was the random QAP sample:
A) Correctly selected from the correct QAP sample frame? Q Yes Q No
B) Calculate with the correct probability of selection the correct O Yes Q No
target population size and sample size?
2. Does the QAP sample broadly reflect the composition of the target 1 Yes Q No
recipient population?
Name of Person Certifying QAP Coordinator Date
SRIE
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( WORKSHEET AM-4: QAP Software Data Entry Form \
FOR QA PROGRAM YEAR 1995 TO 1996

Page 1 of 8
Case #: Certification# 1 2 3
SSN: - - YearinSchool: 1 2 3 4 5 6 7 8 9 10
Name:
Last First Ml

MOST RECENT AWARDS/CERTIFICATIONS/ORIGINATIONS

FPell $

FSEOG $ FPerkins $ FW-S $

FStafford/Direct Loan $ Loan Start / /
DEPENDENCY STATUS

Most Recent D I Documented D 1 Document Code® Report Code ____
‘STUDENT INPUTS

Student Data Parent Data Codes
MR Doc'd MR Doc'd Doc Rpt
AGI $ $ $

US Taxes Paid

£
4
143
L]

Untaxed Income

Social Security
AFDC/ADC
Child Support
Other Nontaxed

Al a| | | A
Al | | 1| A
Al Al A| A A
Al n| A &~ o

Title 1V Exclusions
Household Size

# in College

If the student's documented status is “D". the Doc and Rpt Codes are stored as Parent codes: if his/her
documented status is “I". the Codes are Student codes.

' Year in School: 1 =1 year/never attended college; 2 = 1" year/attended college before; 3 = 2™
year/sophomore: 4 = 3" year/junior; § = 4" year/senior; 6 = 5" year/other undergraduate; 7 = 1* year
graduate/professional; 8 = 2" year graduate/professional: 9 = 3" year graduate/professional; 10 = Beyond
3" year graduate/professional.

! Document Codes: | = Standard Documentation; 2 = Alternate Documentation; 3 = Professional
judgment: 4 = Missing; 5 = N/A,

" WORKSHEET Am-4: QAP SOFTWARE DATA ENIRY FORM /

BEST COPY AVAILABLE OB 7




( WORKSHEET AM-4: QAP Software Data Entry Form \

Page 2 of 8
Case #: Certification#: 1 2 3
CATEGORICAL ITEMS
Selective Service Compliance Statement Verified? Yes No
Statement of Educational Purpose/Certification Statement
Refund and Default Yes No
Satisfactory Academic Progress? Yes No
Enter disbursements/amount certified while student was nor maintaining Satisfactory Academic
Progress:
FPell $
FSEOG $ FPerkins $ FW-Ss §
FStafford/Direct Loan $
Financial Aid Transcript Required? Yes No
Financial Aid Transcript Present? Yes No

If FAT is required and not present, enter amounts for FPell, FC-B, or FStafford/Direct Loan disbursed
while the FAT was missing:

FPell

$
FSEOG $ FPerkins $ FW-S §
FStafford/Direct Loan $

REFUND AND REPAYMENT

Did the student withdraw? Yes No

Was recalculation of Title IV aid necessary? Yes No
If yes, was the recalculation completed? Yes No

Was this student subject to a 30-day loan delay? Yes No

~

b2

'WORKBOOK * 1995-1996> -

A




f WORKSHEET AM-4: QAP Software Data Entry Form ﬁ

Page 3 of 8
Case #: Certification# 1 2 3
ENROLLMENT®
Fiscal Year Enrollments Weights
(FPell Grants) MR Doc'd MR Doc'd
Period |
Period 2
Period 3
Period 4
Academic Year Enrollments Weights
(Other Title IV) MR Doc'd MK Doc'd
Period 1
Period 2
Period 3
Period 4
569
' F= Full Time; T = Three-Quarter Time: H = Halftime; L = Less Than Halftime: N = Not
Enrolled
3-7‘6 T T Y WORKSHERS AM

-4: QAp SOETWaARE DATA ENTRY 'FORM




| / WORKSHEET AM-4: QAP Software Data Entry Form x
Page 4 of 8

‘ Case #: ‘ Certification#: 1 2 3

FC INPUTS (Required only if case is out-of-tolerance.)

DOB__ 7/ [/  Orphan? Y N Grad Student? Y 'N Veteran? Y N Dependents? Y N
mm dd yy
Student Parent Student Parent
Most Recent Most Recent Documented Documented
Legal State
Marital Status* I 2 3 1 2 3 1 2 3 1 2 3
# in Household
# in College
1994 Return Type® 1 234 51234571 2345]1 23435

1994 Exemptions

AGI

‘ U.S. Taxes Paid

g Income (Student/Father)

Income (Spouse/Mother)

Social Security

AFDC/ADC

Child Support

Other Nontaxed

Title IV Income Exclusions

Cash Worth

Investment Worth

Investment Debt

Business Worth

Business Debt

* Marital Status: | = Single, Widowed, or Divorced: 2 = Married; 3 = Scparated.

‘ * Return Types: | = 1040 A or EZ; 2 = 1040: 3 = Estimated 1040 A or EZ: 4 = Estimated 1040.

5 = Non-Filer.
QA WORKBOO 3.77 I,

K * 1995-1996




f WORKSHEET AM-4: QAP Software Data Entry Form N\

Page 5 of 8
Case #: Certification#: 1 2 3
Student Parent Student Parent
Most Recent Most Recent Documented Documented
. _-arm Worth
Farm Debt

Age of Older Parent

FCB Budget Months

FStafford Budget Months

FDirect Loan Budget Months




f WORKSHEET AM-4: QAP Software Data Entry Form \
Page 6 of 8

Case #: Certification#: 1 2 3

OVERRIDES (Required only if overrides are not the same as Setup defaults.)

FC Assumption and Reject Overrides are used when a student's FC calculation needs to be adjasted due to special
circumstances. For example, if a student has 15 verified persons in the household, the user needs to activate the

Unusually Large Household reject override. This override prevents an error flag from appearing because of the large
household size and allows the FC to successfully calculate.

FC Assumptiorn Overrides

Parent # in hh: 3 IF Parents married AND # in hh = 2

Parent # in college: 1 IF # in college = # in hh AND > 2

Parent # in college: 1 IF # in coliege > 6

Parent AGI: Father + Mother Income IF Parent AGI = 0

# in College: 1 IF # in college = # in hh AND > 2

AGI: Student Income IF Indep AND AGI =0

AGI: Student + Spouse Income IF Indep, Married AND AGI = 0

SocSec: 0 IF SocSec = Parent SocSec AND > 0

Investment: O IF Investment = Parent Investment AND > 0

Bus Value: 0 IF Bus Value = Parent Bus Value AND > 0

Farm Value: O IF Farm Value = Parent Farm Value AND >0

Mother Income: Parent AGI if father's and mother's income both = 0 AND AGl is >0

Student Income: Student AGI if student's and spouse's income both = 0 AND AGI is > 0

FC Reject Overrides

Dependent Student investment value out of range (Code G)

Dep/Parent OR Indep/Student investment value out of range (Code U)

Unusually large household (# > 14) (Code W)

Dependency status inconsistent with factors

Name is blank (Code N)

BEST COPY AVAILABLE

272

QA WORKBOOK: * 1995-1996




WORKSHEET AM-4: QAP Software Data Entry Form

~

Page 7 of 8
Case #: Certification#: 1 2 3
AWARD INPUTS
Do not complete shaded areas.
Most Recent Documented
FC Calculated*
FC Used
FPell
COoA
Disbursed
FC Calculated
FC Used
COA
Resources FPell FPell:
‘FStaffordDL: FStaffordDL: ‘
FCampus-based Other .................................. Other ...............
o TP ; Non-NeedBased .....................
Disbursed
...... - FSEOG
...... . rPerkms
s e
FC Calculated
FC Used
COA
FStafford/Direct Resources FPell FPell
Loan FCB ............................................. s
G —— e
Non-NeedBased ......................... . on-NeedBased ......................
Disbursed T

973

® Software calculates for out-of-tolerance cases.

" WORKSHEET AM-4:

QAP SOFTWARE DATA ENTRY Fom




Case #:

Page 8 of 8
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Certification #:
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2 3

COMMENTS (Optional)

K QA WORKBOOK * 1995-1996
S—




SCHEDULE OF ACTIVITIES FOR THE QUALITY IMPROVEMENT TASK'

WORKSHEET QI-1

File.

Suggested Date for _
Successful Staff Responsible/
Implementation Team Member
Select team members to Initiate after completion
complete QI activities of AM Task and
) submission of data
diskette.
Complete Worksheet QI-1: Initiate after completion
Schedule of Activities for the of AM Task and
Quality Improvement Task. submission of data
: diskette.
Complete Worksheet QI-2: July 15 - August 15
Quality Improvement Action
Plan.
Implement Quality August 15 - February
Improvements. 15
Monitor and Follow-up. August 15 - February
15
Submit Mid-Year Report. February 15
Submit End-Of-Year Report. August 15
27H

' Make a copy of this Worksheet for each team member responsible for completing Quality
Improvement activities. Post one copy in the office, and place the original schedule in your master QAP

- CHAPTER FOUR. QUALITY IMPROVEMENT TASK




. Improvement Item:

I4.

WORKSHEET Ql-2
QUALITY IMPROVEMENT ACTION PLAN
High or Low Priority:

Improvement Action:

Lead Person, Title,

and Office;
Other Campus
Office(s) —
Representative(s)
Involved: 1) 5)

2) 6)

3) )

4) 8)

Projected Dates Actual Dates

Implementation Start Date:

Implementation End Date:

Long- or Near-Term Quality Improvement Action?




EXAMPLE

WORKSHEET QI-2
QUALITY IMPROVEMENT ACTION PLAN

High or Low Priority: High
. Improvement Item: Number in College
. Improvement Action: Developed a form to verify sibling/parent enroliment at other institutions.
. Lead Person, Title, . .
and Office: Jane Doe, Assistant Director, FAO
. Other Campus
Office(s) —
Representative(s) L
Involved: ‘ 1) Admissions 5)
2) Registrar 6)
3) 7
4 8)
Projected Dates Actual Dates
. Implementation Start Date: October 16, 1995 October 22, 1995
Implementation End Date: October 30, 1995 November 3, 1995

. Long- or Near-Term Quality Improvement
Action?

Near-term action

QA WORKBOOK * 1996:96-  ° *
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s APPENDIX F
DERIVATION OF SAMPLE SIZES

Mean of the Reading: 3.71
Standard deviation: 14.98 .
Bound @: 50.00% 1.855 Management sample:
Confidence: 95% t-value 1.96 80% 1.28 t-value
Non-response rate: 5.00%
Required Sample Size: 251 Required Sample Size 107
(sampling fraction smaller than about 1/30)
' REGULAR SAMPLE MANAGEMENT SAMPLE
Size of Required Apply | Add non- | Percent Required | Apply | Add non- | Percent
target Sample Jpc | response | sampled Sample Jpc | response | sampled
population )
50 251 42 44 88% 107 34 36 72%
100 251 71 75 75% 107 52 54 54%
150 251 94 99 66% 107 62 66 44%
200 251 111 117 58% 107 70 73 37%
250 251 125 131 53% 107 75 79 31%
300 251 137 143 48% 107 79 83 28%
350 251 146 153 44% 107 82 86 25%
400 251 154 162 40% 107 84 89 22%
500 251 167 175 35% 107 88 92 18%
600 251 177 186 31% 107 91 95 16%
700 251 184 194 28% 107 93 97 14%
800 251 191 200 25% 107 94 99 12%
900 251 196 206 23%
1000 251 200 210 21%
2000 251 223 234 12%
3000 251 231 243 8%
4000 251 236 248 6%
5000 251 239 250 5%
6000 251 240 253 49
7000 251 242 254 4%
8000 251 243 255 3%
9000 251 244 256 3%
‘ 10000 . 251 251 263 3%




